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[bookmark: _Toc15355098]RPA Workflow Introduction
Welcome to the release of DGS' Automated Request for Personnel Action (RPA) or RPA Workflow.
The RPA Workflow was designed to provide a clear and intuitive interface for the creation of a new RPA by client offices and streamline the process by:
· Eliminating time constraints of mailing hard copy RPAs
· The ability to monitor the location of the RPA through the process
· Eliminating duplicate effort of completing information on current positions/incumbents already maintained in ABMS
· Assuring that valid and complete information is relayed to your Office of Human Resources (OHR) Personnel Analyst, Certification Specialist and Personnel Transactions Specialist in order to process your RPA without question to the transaction.
Additionally, a document library will be available to simplify the process of including the necessary supporting documents.  Statement of Justifications, Duty Statements, Key Position Descriptions, and Job Opportunity Bulletins are completed within the Automated RPA and once submitted, are retained in the RPA Workflow library for your use when filling the same or similar position.  Organization Charts are electronically attached to the RPA and must be created through one of the DGS standard applications or Visio in order to be read by OHR.
Each request is automatically routed to the appropriate individual at each step for analysis and review through Outlook.  The status of each active RPA will be readily accessible to the originating office via the "History Screen" which provides details on where and when the RPA is passed through each step in the process.
The system will only be open to authorized users.  The ability to create, edit or track any individual RPA will depend on the user's role within DGS.  The Personnel Liaison, Personnel Assistant, Office Chief or Branch Manager for a particular office will be able to initiate or track an RPA for their own office, but not for other offices.  In order to be accepted by OHR, each RPA requires approval by the Office Chief/Branch Manager.  The internal request must be approved and signed by management prior to submitting the RPA to OHR.
This user guide contains the information necessary to create an Automated RPA, documents associated with the RPA, and describes specific RPA actions and policy related to the action.
[bookmark: _Toc15355099]RPA Overview
The Request for Personnel Action (RPA) form tells the Office of Human Resources (OHR) what you, as a supervisor, manager or administrative assistant, want to do with an existing vacancy and/or incumbent within your office/branch.


[bookmark: _Toc15355100]When is an RPA Required?
An RPA package is required for all personnel transactions except modification to work schedules (unless the classification is subject to Post and Bid), range changes, out of class assignments, or separations.
The RPA request is to effect changes of:
· Authorized positions
· Personnel occupying these positions
· A combination of these actions
· Provides a complete package for OHR to prepare and process appropriate control documents.
· Enables OHR to ensure that proposed changes comply with applicable laws, rules and policies
· Provides documentation for audit purposes, both internally and externally (DPA, SPB, DOF and SCO)
· Provides hiring supervisor with documentation for future reference
Common uses for an RPA are:  Recruitment and filling a vacant position, documenting an employee's time base change, documenting an employee's promotion, reclassifying an existing position, and transferring an employee to another position.
Detailed information on Request Types and Proposed Actions is provided in the RPA Action section of this manual.


[bookmark: _Toc15355101]Office/Branch RPA Approval
The internal RPA request must be approved and signed by management prior to submitting the RPA to HR.  The Office will retain these requests on file and only the name of the authorizing person is entered on the Automated RPA.


[bookmark: _Toc15355102]RPA Attachments/Lead Time
To process an RPA for any transaction, a statement of justification, current duty statement and organization chart is required.  When reclassifying a position, the proposed organization chart and duty statement are required. In addition, if the RPA is to begin recruitment to fill a vacancy, a JOB must be attached.
Lead-time is necessary to allow OHR a reasonable amount of time (at least one week) to prepare documentation required by control agencies.  Processing and approvals often may not take the full time required.  On any exceptional basis, depending upon internal workload or action requested, processing and approval may take longer.



[bookmark: _Toc15355103]Recruitment
When HR receives the RPA with the appropriate documents attached, the recruitment process can begin.  The steps in the recruitment process include:
· Post and Bid (if the classification is subject to Post and Bid per the bargaining agreement)
· placing the job announcement on the vacancy database listing
· distributing the Job Opportunity Bulletin (JOB)
· ordering the certification including the State Restriction of Appointment (SROA) list
· sending contact letters to list eligibles.



[bookmark: _Toc15355104]Consultation with HR Staff
If there are any questions about an item on the RPA or if clarification is needed, contact your designated OHR Personnel Analyst or Specialist.  OHR provides support to efficiently administer program needs.
Your OHR Personnel Analyst can assist you in the recruitment process by checking eligibility of candidates prior to the interviews.  


[bookmark: _Toc15355105]Prior to Making a Job Offer
Immediately after selecting a candidate and prior to making a hiring commitment, call your assigned OHR Analyst to verify employment eligibility of the prospective employee.  All offers of employment and the appointment date are tentative until employment eligibility is verified.  
Prior to the first day of work, the I-9 and medical examination (if required) must be approved for all open hires (including permissive reinstatements).  The I-9 form is required by law, and the medical examination must be completed to obtain medical clearance.  The medical examination forms are sent to your OHR Personnel Transactions Specialist and forwarded to the SPB Medical Officer for approval.  


[bookmark: _Toc15355106]State Restrictions of Appointment (SROA)
To give employees in jeopardy of layoff an opportunity to locate State employment, the SROA process restricts appointment methods.
Anytime a vacant position is refilled, a certification list for the classification must be ordered regardless of the intended occupant’s status.  The certification list is ordered after the Personnel Analyst receives the complete RPA package.  The list is valid for 60 days, and, if necessary, may be extended once for an additional 60 days.  After the certification expires, a new list must be ordered.
If reemployment and/or SROA eligibles appear on this list, they must be given priority consideration.  All reemployment and SROA eligibles must be formally contacted and allowed a reasonable amount of time to respond.  The State Personnel Board defines “reasonable” as:
	
	
	Mail (In town)
	Mail (Out of town)
	

	
	
	Four (4) Working Days
(Postmarked)
	Six (6) Working Days
(Postmarked)
	


It is considered an automatic waiver if the eligible does not respond within the time provided, or if the eligible fails to appear for a scheduled job interview.  However, if a reemployment or SROA eligible is interested in the position, you must give the candidate priority consideration by contacting and interviewing him/her.
A special exemption from SROA may be considered due to extraordinary circumstances.  A written exemption request must be submitted to and approved by the Department of Personnel Administration before making a hiring commitment.
Continued on the Next Page

SROA clearance is required for all transactions except:
· Appointment of employee in Injured State Workers Assistance Program (ISWAP)
· Appointment of employee in the Next Step Placement Program (NextSTEP)
· Appointment from a reemployment list
· Appointment of a retired annuitant
· Appointment of SROA eligible
· Appointment of a surplus employee
· Demotions in lieu of layoff
· Limited-term appointments of less than 3 months
· Mandatory reinstatement to same class in same department
· Out-of-class assignments
· Permissive reinstatements after layoff
· Promotions in place (all must apply)
1.  There is no true vacancy, and
2.  No change in position, assignment, or supervisory/subordinate relationship of employee, and
3.  The promotion is clearly identified as typical in cases where the employee is to move to the next higher level in a class series
· Reasonable accommodation of a disabled employee
· Transfer or T&D assignment to different or same class in same department
· Transition of a Limited Term (LT) employee, who was surplus or on an SROA list at the time of LT appointment to permanent position
· Voluntary demotion in same department.



[bookmark: _Toc15355107]Completing the Automated RPA
The Automated RPA is a web based application and secured within the DGS Intranet.  Therefore, access to the application is limited to the same restrictions as the DGS Intranet.
The Automated RPA is completed similarly to an MS Word Template in the respect that you tab through the document and select dropdown values in most of the fields.  The difference is that the Automated RPA prefills current position/ incumbent information as maintained in ABMS, and includes validations to assure documents are complete prior to submission to OHR.

[bookmark: _Toc15355108]RPA Limitations
Due to the complexity of the Automated RPA, there are new limitations in the process as follows:
	1 RPA per Vacancy
	Only one RPA may be submitted per position.  To assist you with this, we have included functionality in the RPA that allows you to copy the RPA and it's attachments for the number of your vacancies.  This will allow OHR to close out the RPA each time a vacancy is filled rather than leaving the RPA active until all vacancies are filled.

	Splitting Positions
	When splitting positions, an RPA is required for each position to be filled unless you are moving current staff to the new split positions.  Examples are provided below using 
Example 1  (Moving Existing Staff)
 - Split one full time position into two part time positions
 - Move existing staff into both positions
Only one RPA required.  Enter both incumbents in 'Proposed Incumbent' field.
Example 2 (Recruiting)
 - Split one full time position into two part time positions
 - Move existing staff into one position -- recruit second position (or recruiting both)
Two RPAs required. 

	Merging Positions
	Merging positions can still be processed on one RPA.  Articulate the action in the Justifi-cation section of the RPA.

	Transferring Positions to another DGS Office
	Transferring positions from one office to another is still initiated by the office with the current position, but only for the position transfer itself.  The receiving office will complete a second RPA to fill the transferred position.

	Org Charts
	Organization Charts must be created through one of the DGS standard applications or Visio in order to be electronically attached to the RPA.


Problems experienced using the RPA Workflow application may be directed to any member of the ABMS Team.  However, if you have policy questions that are not covered in this manual, please contact your assigned OHR Analyst.


[bookmark: _Toc15355109]Accessing RPA Workflow
To access the RPA:
1. Double-click on the Internet Explorer icon on your desktop.
2.  At the DGS Security page, click on the 'Address' field and type in http://workflow/apps/rpa


[bookmark: _Toc15355110]RPA Index Screen
After successfully accessing the RPA as described above, you will enter the RPA Index Screen shown below.  
To create a new RPA, point your mouse over the 'Create new RPA' link and click on it once.  This will take you to the 'New RPA' screen in the section ahead.


In the RPA Index screen you can:
· Initiate new RPAs
· Access existing RPAs
· Select different views of your RPAs.
To create a new RPA, point your mouse over the 'Create new RPA' link and click on it once.  This will take you to the 'New RPA' screen in the section ahead.
To access existing RPAs, you may point your mouse over the RPA# and click once or you may enter the RPA# in the 'Find RPA ID#' and press 'Go'.
To change the view of your existing RPAs, point your mouse over the desired option under the 'Select a View' link and click on it once.

[bookmark: _Toc15355111]RPA Statuses
Each phase of the RPA is defined by a status.  The status displays on the RPA Index screen as well as each of the RPA pages (except the New RPA screen).  During each of the phases, the RPA is secured from different roles within the process.  For example, if the RPA has been 'Submitted' to the OHR Personnel Analyst, the RPA can no longer be edited by the Office Personnel Liaison.
The following table defines each of the statuses used in the Automated RPA:
	
	Created
	Indicates that the office is in the process of completing an RPA.  OHR can view the RPA in created status, but cannot save information to the document.

	
	Submitted
	The office has submitted the RPA to OHR and can no longer make edits to the RPA unless it is 'Released' by the OHR (C&P) analyst.  All OHR can view the RPA, but only the C&P analyst can edit it.

	
	C&P
	The C&P analyst has entered the C&P tab on the RPA to document approvals.  It is not an indication that the RPA has been approved.  Security to the screens are the same as 'Submitted' status.

	
	Released
	The C&P analyst has returned the editing privilege to the Office Personnel Liaison.  Security to the screens are the same as 'Created' status.  Once the office has completed the edits, the RPA must be re-released to the C&P analyst.

	
	Cert
	The C&P analyst has approved the RPA and forwarded to the Cert unit for processing.  The C&P analyst can no longer make edits to the RPA in Cert status unless it is released back to them.

	
	PTU
	The C&P analyst has approved the RPA and recruitment is completed if applicable.  No roles have function to update the RPA in this phase.  PTU will document processes completed on their tab only.  If any changes are required to the RPA while in this phase, the PTU specialist must release it back to the C&P analyst.

	
	Completed
	The RPA is now complete and will be removed from the Active RPA screen to the Completed RPA screen.

	
	Cancelled
	The RPA was cancelled by the office or C&P analyst.
Note:  Once the RPA is cancelled, it cannot be reactivated.  Instructions for cancelling RPAs can be found on page 38.



Continued on the Next Page

RPA Statuses (Continued)

Sample of RPA Status on Index Screen










Sample of RPA Status on Index Screen
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To create a new RPA, 
press the 'Create new RPA'
link from the index page.

When the 'New RPA' screen opens, follow the steps below to create a new RPA:Positions entered into the New RPA screen are vali-dated against the ABMS database.

1. Select a Request Type for your RPA Action.Refer to the Request Type Chart on Page 40.

2. In the Position Number fields, enter the current position number of the position to be filled, reclassed, etc.
Should you receive an 'Invalid Position' message, the position does not exist or the position has been end-dated.  Refer to the ABMS Position History screen or Position Listing Report to verify current positions.

Additionally, the system will display a message if you already have an active RPA in progress for the same position number.
3. Press 'Get Details'.
The application will retrieve the current details for the position.  

If there is more than one prior incumbent for the position, you can click on the incumbent drop down arrow to retrieve another name.
4. After reviewing the position and incumbent details, press the *'Get RPA Number' button at the top of the screen.  Otherwise, you may select a new position number or close the window to cancel your action.

*Once you receive an RPA Number, you cannot change the position number.
RPAs are numbered automatically and no longer use the office acronym.  Reports will be created to generate statistics rather than compiling the information manually based on the old numbering convention.


[bookmark: _Toc15355113]RPA Screens
The RPA is comprised of six screens that contain different functioning buttons.  The screens are identified by tabs in the upper right portion of the screen.  To determine which screen you are in, the tab name will appear bold.  You can move to each of these screens by pressing the screen's tab.  The following section describes each of the screens and processes that you can use on them:
General Screen
The General screen is view only.  The functions at the top of the General screen allow you to submit the RPA to OHR, cancel the RPA, Print or Close the RPA.
Press the General tab to move to the General screen.

Edit Screen
The Edit screen is used to complete the RPA and associated document(s) such as the Justification, Duty Statement, KPD, or JOB.  You can also attach Org Charts.  You can copy RPAs and the associated documents it contains when filling more than one of the same position, or delete RPAs if you are not going to pursue the action.  Once you have submitted the RPA to your OHR Analyst, you will no longer have the Edit screen and can no longer make updates unless the C&P Analyst releases the application back to you.


Press the Edit tab to move to the Edit screen.

History Screen
The History Screen records activities associated with the RPA and allows you to monitor the RPA's progress as noted by OHR staff in the remaining screens.Press the History tab to move to the History screen.


C&P Screen
The C&P screen is used by the OHR Analyst to record approvals and notes regarding your RPA.  All OHR staff can see the C&P screen, but only the OHR Analyst can update it.



Press the C&P tab to move to the C&P screen.

CERT Screen
The CERT screen is used by the OHR Cert Specialist to record cert number, associated dates, and notes during the Cert process.  All OHR staff can see the CERT screen, but only the Cert Specialist can update it.Press the Cert tab to move to the Cert screen.


PTU Screen
The PTU screen is the final destination of the RPA and provides the PTU Specialist with the necessary information and approvals regarding the RPA action.  Once complete, the PTU Specialist must mark the RPA complete which launches email notifications to all parties that the RPA has been processed.  Only OHR staff can see the PTU screen, but only the PTU Specialist can update it.To move to the PTU screen, press the PTU tab.





[bookmark: _Toc15355114]Updating the RPA
Upon entering a new RPA, the application will place you in the General Screen.  In order to complete/update the RPA, you must click on the Edit Tab.
The RPA Edit screen is broken down in the following components:
· RPA Action and current position/incumbent details.
· Proposed Position Section
· Employee Action
· Justification
· Authorization
· Recruiting
· Required Documents
Although the RPA application restricts some fields based on the Request Type and Proposed Action, the following steps will take you through completion of every field on the Edit screen:

RPA ACTION AND CURRENT POSITION/INCUMBENT DETAILS
This section is information as displayed in the 'New RPA' screen.  You may alter the Request Type and Action, but the remainder of the fields cannot be changed.  (Corrections to the current position number cannot be done -- refer to page 39.)
Request Type
Defaults based on the selection when creating your RPA.  You can change the Request Type at any time while you have control of the RPA.Refer to the Request Type Chart on Page 40 which will assist you when selecting the Request Type and appropriate Action.

Action
The Action field pertains to the "Proposed" activity for the current position and may be left blank if the activity is unknown.  If known, it is important to select an Action as the selection controls many fields throughout the RPA.  (i.e.; if the document is to reclass & fill with a CMA classification, the required documents will include a KPD rather than a Duty Statement.)

PROPOSED POSITION SECTION

1. Proposed Position Number
Enter the first three segment of the proposed position number IF the current position number is changing.  Leave the position serial number blank, as that number is assigned when the PTU Specialist completes the Change in Established Positions Form (STD 607) in ABMS.

2. Position Title
This field will automatically populate upon completion of the Proposed Position Number.

3. Conflict of Interest and Category
New proposed positions should be designated Conflict of Interest if it has decision making capability which may be influenced by personal financial interests.  If it is, select 'Yes' and assign it a category number.  If not, select 'No'.  

4. MCR
Select '1', '2', or 'N' as assigned to the class in the Civil Service or Exempt Payscales.

5. Position Time Base
Select the Proposed Position Time Base.
[image: ]NOTE:  If the current position time base is Full Time, you will normally retain it as the proposed position time base --EVEN if the employee's time base is less than Full Time.  If you are splitting the current position into two halves or merging two current positions into one, your proposed position time base will then be different from the current position time base.

6. Duty Change Checkbox
The Duty Change checkbox is available with the 'Fill Vacancy' Request Type only.  If you are filling a position, but the duties are changing, check the box.


EMPLOYEE ACTION SECTION

7. Incumbent
If known, enter the incumbent's name (Last, First, MI).  Free text.

8. Current Employee/Same Class Checkbox
When moving an employee into the blanket (Blanket Move), you must check this box to disable the requirement for additional documents (DS, JOB, Org).

9. CBID
Select the Proposed CBID for the employee.

10. Alt Rng
For classes with Alternate Ranges or to identify the CEA Level.  Enter the alternate range letter or CEA level number.  If unknown, leave blank.

11. Tenure
Select one of the following tenures for the employee:
-Permanent 
-Limited Term assignment.  Number of months required.
-Temporary (TAU).  Number of months required.
-CEA
-Retired Annuitant

12. Incumbent Time Base
Select the employee's time base.  If Part Time or Intermittent, select the fraction or number of hours that the employee is expected to work.

13. Shift
Select the shift the employee is expected to work.

14. Work Days
Select the beginning and ending work days for the employee's work week.

15. Work Hours
Free text.  Type the start and finish hours for the employee and/or Flexible.  Note:  Your entry in this field appears on the JOB.  If the you want the hours to appear different on the JOB, you must return to this field and change it.

JUSTIFICATION


A brief justification statement indicating the proposed effective date of your action (if known) and status of the prior incumbent (i.e. retired, promoted in another unit, or transferred to another department) on the RPA form is sufficient for a routine transaction such as filling a vacancy.  A more detailed justification memo must be attached to the RPA whenever you transfer, reclassify, fill a position with a limited-term appointment, or substantially change the duties of a position.
The purpose of a justification is to provide relevant background information, discuss how the proposed classification satisfies the specification and/or standards for the class and describe how the duties of the position fit into the role of the unit or the mission of the department.  The justification is intended to amplify/clarify the duty statement and organizational chart placement.
The following are questions that should be answered in the justification:
· What has changed in the duties and responsibilities of the position?  
(Include changes that have taken place in the organizational mission, structure, workload, backlog(s), special project(s), etc.)
· What is the level of responsibility for the class/position?
· What is the complexity and sensitivity of the position?
· What is the independence of action for the position?
· What is the initiative and originality of the position?
· What is the consequence of error of this position?  (Include the level of authority to make commitments, responsibility for decisions, etc.)
· What is the type of contact and relationship with others?
· Is there a change in the position's supervisory relationship?  If so, to whom?
· How will the duties of the old position now be handled (no longer exist, why?; handled by another, who/why?, etc.)
· Additional comments
For futher assistance with your justification content, please contact your assigned OHR Analyst.


AUTHORIZED BY


Enter the name of the Office Chief/Branch Manager that authorized the action contained in the RPA.

RECRUITING


Check the appropriate checkboxes for the desired and required recruiting for this vacancy.  If additional recruiting is required, you may enter it in the 'Other' box which is free text.

REQUIRED DOCUMENTS



Based on the Request Type and Proposed Action selected, the RPA will automatically display the documents required for the RPA action.  OHR reserves the right to request additional documentation needed in order to justify the action.
Re-Opening Required Documents
Once the documents have been completed, they will appear directly below the heading line in blue font under the word 'Type'.  To re-open these documents, click once on the document you wish to open.
Deleting Required Documents
If you decide to delete one of the required documents, click once in the checkbox next to the document you want to delete, then press the 'Delete Selected' button above the word 'Complete' in the heading line.
Document Not Required
In certain circumstances such as Section 41 moves, we have found that documents are not required.  Refer to each document in this manual for instructions to bypass the requirement.


[bookmark: _Toc15355115]Duty Statement
POLICY
A duty statement must be attached to all RPA packages.  Effective 7/1/2002, it is strongly recommended that you use the Essential Functions Duty Statement (EFDS) when filling new vacancies or when the position has a change in duties.  Refer to the Essential Functions Preparation and Construction Manual for direction on content when completing the EFDS within the AutoRPA.
The duty statement should describe the position's organizational setting, major functions, describe the position's specific duties, and indicate the percentage of time spent performing these duties in descending order.  When a position is reclassified, the proposed duty statement is required.  The current date should be at the top of the duty statement to show when it was last reviewed.
The duty statement should describe the current duties and include percentages and/or frequency breakdowns (if the work varies repeatedly).  When several positions in a section perform essentially the same duties, qualifying statements to differentiate the areas of responsibility for each position need to be included.
To the extent possible, ambiguous words such as complex, coordinates, analyzes, reviews, monitors, etc., should be avoided or clearly defined (e.g., what are the factors that make something complex, the anticipated results or purpose of the analysis, review, coordination, etc.).  Whenever possible, relevant factors to the position should be quantified (e.g.; size of budget, revenues, number of clients etc.)  Wherever applicable, include the nature and level of internal/external contacts.  Try to be more specific than "contacts outside agencies".  Contact whom?  At what level are they?  For what purpose?
Tasks should be described so that the following elements are addressed:
· Action Verb:  Begins the sentence and should be as concrete as possible;
· Object:  To whom or to what the action is done;
· Desired Output, Product or Result:  usually stated as "in order to";
· Necessary Tools, Work Aids, etc:  How the work is done; and,
· Instructions/Directions: How the work is initiated (policy, law, regulations, etc.)
For example:  (ACTION) Develops (WHAT) examination plans (WHY) in order to establish eligibility lists for selection purposes (HOW) by preparing SPB Form 686, examination planning, researching prior examination history files, developing examination announcement bulletins and other related materials (WHY) in accordance with civil service laws and regulations.
For further assistance, please refer to your Essential Functions Duty Statement Preparation and Construction Manual or contact your assigned OHR Analyst.

CREATING A NEW DUTY STATEMENT
To create a new Duty Statement, click on the Duty Statement icon or link circled below.
This will open the Duty Statement window shown to the right:
1. Click once on the 'New Duty Statement' button.
(This will open a new screen automatically populating fields based on information you entered in the Edit screen.)
2. The Duty Statement defaults to the 'Standard' duty statement, however, if you wish to use the Essential Functions duty statement, click once on the dropdown arrow in the upper right corner of the Duty Statement screen and select 'Essential Functions'.
All required fields are identified with an asterisk (*).  Some of the populated fields may not be changed, and some may be changed on the Edit screen only.

3. Complete the remainder of the form selecting items from dropdown fields and entering information in the other fields.  Required fields are marked with a red asterisk.  
4. Upon completion of the Duty Statement, scroll to the top of the screen and press the 'Save and Close' button.  This will save your changes and return you to the Edit screen.
The bottom of the Edit screen should now have the Duty Statement with a 'Yes' or 'No' status indicating the document is complete or incomplete.

RE-OPENING THE DUTY STATEMENT
To re-open the Duty Statement, click once on the words 'Duty Statement' in blue font at the bottom of the Edit screen shown in the diagram below.

DELETING THE DUTY STATEMENT
To delete the Duty Statement, click once in the box next to the words 'Duty Statement' in blue font.  Once checked, press the 'Delete Selected' button to delete the attached Duty Statement.

USING A PRIOR DUTY STATEMENT
To use a prior Duty Statement, click on the Duty Statement icon or link circled below.

This will open the Duty Statement window shown to the right:

[image: ]NOTE:  Do not click on the 'Use Selected Duty Statement' button until you have selected the Duty Statement you wish to use is steps 1 & 2 below.
Continued on the Next Page

USING A PRIOR DUTY STATEMENT (Continued)
1. Click once on the plus sign next to the Position number (see last diagram on the previous page).  This will open all Duty Statements for your office.
2. Click on the Plus Sign next to the Position Number of the Duty Statement you want to copy.
3. Click in the checkbox next to the Duty Statement you wish to use.
(If there are multiple Duty Statements, you may view their contents one at a time by clicking on the position title.)
4. Click once on the 'Use Selected Duty Statement' 
5. A new Duty Statement screen will open with heading information from the current RPA and duties from the selected Duty Statement.
(This will not change/delete the previous Duty Statement.)
6. Make any edits needed for your new Duty Statement.
7. When done, return to the top of the screen and click once on the 'Save and Close' button to save your changes.  This will save your changes and return you to the Edit screen.

EMAILING THE DUTY STATEMENT
The RPA Workflow allows you to email the Duty Statement to the Supervisor and/or Employee.  To do this, click once on the 'Email Supervisor or Employee' button.  This initiates an Outlook message with a link to the Duty Statement.  Address your email as you normally would, and press the 'Send' button to send it to the addressees you have listed.

DUTY STATEMENT NOT REQUIRED / ATTACHMENT IN LIEU OF ON-LINE DUTY STATEMENT
Unfortunately, in some circumstances the RPA requires a duty statement when one is not required or you would rather attach a Word document.  Until we find another solution, you will need to access the Duty Statement as described in "Creating a New Duty Statement" in this section, and follow the directions below:
1. At the top of the Duty Statement screen, change the Type dropdown to 'Not Required'.
2. The duty statement will disappear leaving a field for you to explain why the duty statement is not required.  (i.e.; Section 41, Duty Statement attached, etc)
3. Press the 'Save and Close' button.  This will mark the duty statement complete at the bottom of the RPA Edit screen.


[bookmark: _Toc15355116]Key Position Description
To create a new Key Position Description, click on the KPD icon or link circled below.  

This will open the KPD window shown here:

1. Click once on the 'New CMA/CSA' button.

(This will open the screen below, automatically populating fields based on information you entered in the Edit screen.)

All required fields are identified with an asterisk(*).  Some of the populated fields may not be changed, and some may be changed on the Edit screen only.

2. Complete the remainder of the form and return to the top of the screen to press the 'Save and Close' button.  This will save your changes and return you to the Edit Screen.

The bottom of the Edit screen should now have the KPD with a 'Yes' or 'No' status indicating the document is complete or incomplete.
RE-OPENING THE KPD
To re-open the KPD, click once on the 'CMA' in blue font at the bottom of the Edit screen shown in the diagram below.



DELETING THE KPD
To delete the KPD, click once in the box next to the word 'CMA' in blue font.  Once checked, press the 'Delete Selected' button to delete the attached KPD.



USING A PRIOR KPD
To use a prior Key Position Description, click on the KPD icon or link circled below.  


This will open the KPD window shown here:



[image: ]NOTE:  Do not click on the 'Use Selected CMA/CSA' button until you have selected the KPD you wish to use is steps 1 & 2 on the next page.

Continued on the Next Page

USING A PRIOR KPD (Continued)
1. Click once on the plus sign next to the Position number (see last diagram on the previous page).  This will open all KPDs for your office.
2. Click on the Plus Sign next to the Position Number of the KPD you want to copy.
3. Click in the checkbox next to the KPD you wish to use.
(If there are multiple KPDs, you may view their contents one at a time by clicking on the position title.)
4. Click once on the 'Use Selected CMA/CSA' button.
5. A new KPD screen will open with heading information from the current RPA and duties from the selected KPD.
(This will not change/delete the previous KPD)

6. Make any edits needed for your new KPD.
7. When done, return to the top of the screen and click once on the 'Save and Close' button to save your changes.  This will save your changes and return you to the Edit screen.





[bookmark: _Toc15355117]Job Opportunity Bulletin
POLICY
The Job Opportunity Bulletin (JOB) must be included with a recruitment RPA.  The Automated RPA prefills the JOB with the RPA number, classification, position number, tenure, time base, Collective Bargaining Identification number (CBID), office name, working hours and shift.  You must include the location of the position, salary, and the name of the contact person, his/her address and phone number, final file date, and describe the duties, additional or desirable qualifications, and a statement identifying who should apply.
The EEO and drug-free workplace statement and the SROA statement must be included at the bottom of the JOB.  If this classification is in a bargaining unit that has implemented Post & Bid, then the standard post & bid language should be used on the JOB.
The hiring supervisor authorizes whether the JOB will be distributed internally or externally and has the option of placing it on the OHR bulletin board, DGS hotline and website as well as advertising in the Capitol Weekly.  The Office Personnel Liaison will communicate this through the Recruitment Section of the Automated RPA.
As required by the Department of Personnel Administration, the JOB must always be placed on the VPOS system and the electronic bulletin board for a minimum of ten (10) working days for department specific classes and for a minimum of five (5) working days for servicewide classes. 

CREATING A NEW JOB OPPORTUNITY BULLETIN (JOB)
To create a new JOB, click on the JOB icon or link circled below.

This will open the JOB window shown to the right.

CREATING A NEW JOB (Continued)
1. Click once on the 'New JOB' button.
(This will open a new screen automatically populating fields based on information you entered in the Edit screen.)
2. Complete the remainder of the form selecting items from dropdown fields and entering information in the blank fields.  All required fields are marked with a red asterisk.
All required fields are identified with an asterisk (*).  Some of the populated fields may not be changed, and some may be changed on the Edit screen only.

3. Upon completion of the JOB, scroll to the top of the screen and press the  'Save and Close' button.  This will save your changes and return you to the Edit screen.
The bottom of the Edit screen should now list the JOB with a 'Yes' or 'No' status indicating the document is complete or incomplete.

RE-OPENING THE JOB
To re-open the JOB, click once on 'JOB' in blue font at the bottom of the Edit screen shown in the diagram below.


DELETING THE JOB
To delete the JOB, click once in the box next to 'JOB' in blue font.  Once checked, press the 'Delete Selected' button to delete the attached JOB.

USING A PRIOR JOB
To use a prior JOB, click on the JOB icon or link circled below.


This will open the JOB window shown to the right.

[image: ]NOTE:  Do not click on the 'Use Selected JOB' button until you have selected the JOB you wish to use in steps 1 & 2 below.
1. Click once on the plus sign next to the Position number (see diagram above).  This will open all JOBs for your office.
2. Click on the Plus Sign next to the Position number of the JOB to be copied. 
3. Click in the checkbox next to the JOB you wish to use.
(If there are multiple JOBs, you may view them individually by clicking on the position title.)
4. Click once on the 'Use Selected JOB' button.

Continued on the Next Page

USING A PRIOR JOB (Continued)
5. A new JOB screen will open with heading information from the current RPA and details from the selected JOB.
(This will not change/delete the previous JOB.)

6. Make any edits needed for your new JOB.
7. When done, return to the top of the screen and click on the 'Save and Close' button to save your changes.  This will save your changes and return you to the Edit screen.

ACCESSING THE PRINTABLE VERSION OF THE JOB
By accessing the 'Printable Version' button at the top of the JOB screen, your JOB information will be converted into Word format.  However, accessing the Printable Version could become tricky if your internet settings for your ActiveX controls are not enabled.  Follow these directions for opening the JOB:
1. Click once on the 'Printable Version' button at the top of the JOB screen.
2. If your ActiveX internet settings are set to 'Enable', your PC will launch a JOB template in Word, and begin transferring your JOB information into text boxes within the document.

If you receive a message stating "Your Internet Explorer settings prevent Word from being launched to display the Printable Version of this JOB.", then you must contact OTR to have them "enable" your ActiveX controls.

If your system does not seem to respond, look in the lower right of your windows taskbar to see if an additional session of Word is open.  If so, maximize your screen.
Continued on the Next Page
JOB PRINTABLE VERSION (Continued)
3. The JOB will open inserting the body of the text in Text Boxes since the application cannot detect your desired format.  If the content is too long for your text box, the remainder will appear on the second page:

The text boxes can be shortened or lengthened.  For example, if your Duties are longer than the text box allows, but the Desirable Qualifications and/or the Selection Criteria can be shortened, resize the boxes using the instructions in the diagram below, then lengthen your Duties text box to bring in the remainder of the information.Hold your cursor over one of the 8 adjustment bars until a double arrow appears.  Click+Hold+Drag up to shorten the text box.

4. Do not change your JOB text for spelling and/or grammatical errors.  Your changes must be made in the RPA version of the JOB, or they will not appear when you re-open the 'Printable Version' JOB.
5. Feel free to change the font size and delete the second page (if desired).
6. It is suggested that you save the document to your own files since the RPA Workflow will not save your formatting changes.  To save the Word document, select 'File/Save As' from your menu bar and save the document to your own directory.


EMAILING THE JOB
To email the JOB, follow the steps below:
1. Open the 'Printable Version' of the JOB as described in the section above.
2. When the JOB appears, select File/Send To from the menu bar.
3. Select 'Send To' -- 'Mail Recipient'




4. Address and send the message as you would from Outlook.






JOB NOT REQUIRED / ATTACHMENT IN LIEU OF ON-LINE JOB
Unfortunately, in some circumstances the RPA requires a JOB when one is not required or you would rather attach a Word document.  Until we find another solution, you will need to access the JOB as described in "Creating a New JOB" in this section, and follow the directions below:
4. At the top of the JOB screen, check the box titled 'Not Required'.
5. The JOB will disappear leaving a field for you to explain why the JOB is not required.  (i.e.; Section 41, JOB attached, etc)
6. Press the 'Save and Close' button.  This will mark the JOB complete at the bottom of the RPA Edit screen.



[bookmark: _Toc15355118]Org Chart
A current organizational chart showing the civil service classification and reporting relationships must be included with the RPA.  If the organizational structure is changing because of the requested transaction, the proposed organization chart must also be included.
Organization Charts must be created through one of the DGS standard applications or Visio in order to be electronically attached to the RPA and opened by the OHR Personnel Analyst.
To attach an Org Chart, click on the Org Chart icon or link circled below.

This will open the Org Chart window shown to the right.


To attach your org chart:
· Click on the Browse button
· Locate the network drive and file in your system
· Double-click on the desired org chart file name
· Press the 'Save and Close' button on the Org Chart screen.  This will save your changes and return you to the Edit screen.
· The bottom of the Edit screen should now have the Org Chart with a 'Yes' or 'No' status indicating the document is complete or incomplete.


RE-OPENING THE ORG CHART
To re-open the Org Chart, click once on 'Org Chart' in blue font at the bottom of the Edit screen shown in the diagram below.


DELETING THE ORG CHART
To delete the Org Chart, click once in the box next to 'Org Chart' in blue font.  Once checked, press the 'Delete Selected' button to delete the attached Org Chart.

ORG CHART NOT REQUIRED
OK, this is where it really gets silly.  Until we find another solution, if the RPA requires an Org Chart, and one is not required, follow the directions below:
1. Create a Word Document titled 'Not Required'.
2. Inside the document, indicate why this RPA is not required.
3. Attach the 'Not Required' document to the Org Chart screen
4. Press the 'Save and Close' button.  This will mark the Org Chart complete at the bottom of the RPA Edit screen.
5. Use the same document for future occurances, but change the verbiage inside to explain why an Org Chart is not required.



[bookmark: _Toc15355119]Additional Attachments
At times, the OHR Personnel Analyst will need additional documentation in order to approve your RPA, and until the RPA Workflow Library contains ample documents, you will be required to submit current Duty Statements, Key Position Descriptions, and Org Charts in addition to the proposed attachments.  
To do this, click on the Attachments icon or link circled below:

This will open the Attachments window shown to the right.


To attach your document:
· Click on the Browse button
· Locate the network drive and file in your system
· Double-click on the desired document file name
· [image: ]Press the 'Update' button on the Attachments screen.  This will load the attachment underneath the Browse button.

You may attach as many attachments as you like.
· Press the 'Close' button to return to the Edit screen.
· The Edit screen will not display a status for Attachments.


RE-OPENING ATTACHMENTS
To re-open attachments, click once on the word 'Attachments' in blue font at the bottom of the Edit screen (shown below).

When the Attachment window opens, click on the link of the document you wish to open.

DELETING ATTACHMENTS
To delete attachments, click once on the word 'Attachments' in blue font at the bottom of the Edit screen (shown below).




When the Attachment window opens, click on the checkbox next to the document you wish to delete.
Click on the 'Update' box (not shown here).  This will delete your attachment(s)
Press the 'Close' button to return to the Edit screen.

CORRECTING ATTACHMENTS
You cannot correct the attachment from the AutoRPA.  You must delete the attachment, revise the document from your personal computer directory, and then re-attach the document to the RPA.  Use the instruction above to re-open, delete and re-attach your revised document.


[bookmark: _Toc15355120]Submitting the RPA to OHR

Upon completing the RPA and required documents, follow the steps below to submit the RPA to OHR:
1. If not already on the 'General' screen, click on the 'General' tab.
2. Click once on the 'Submit to OHR' button at the top left of the screen.  
3. [image: ]Once pressed, the system will provide a cautionary message indicating that you are about to submit the RPA.  Select 'OK'.  

At this point, the Automated RPA will validate against required fields and documents.  All fields are required except 'Incumbent' and the Recruiting fields.  All documents are required as indicated under 'Required Documents'.
If the RPA is fully complete, the application will submit your document to OHR, launch an email notification to your C&P analyst, and move you back to the Index screen.  If you do not advance to the Index screen, you may have missed some required fields and will need to scroll down to see them noted with asterisks and red lettering.  To complete these fields or documents, you must navigate back to the Edit screen.



[bookmark: _Toc15355121]Copying the RPA for Multiple Vacancies
Since you can no longer use one RPA to fill multiple vacancies, we've made it possible for you to copy the RPA and all of it's attachments for the number of vacancies you wish to fill.  To do this:

1. Open the RPA you would like to copy.
2. Navigate to the Edit screen.
3. Press the 'Copy' button
4. [image: ]A message will appear asking how many copies you would like to create.  Change this prompt to the number of copies you need.

NOTE:  You can create 1 - 10 copies at a time.  Should you need more than 10, you can repeat the copy function.  This limitation was added to eliminate the possibility of creating more than the desired number of copies.
5. Press the 'OK' button.
6. Another message will appear indicating the copy(ies) are being made.  
Press the 'OK' button.
7. Once the copy(ies) are made, you will receive another message indicating the successful copy process is complete with the new RPA number(s).
To view and/or edit the new copy(ies), close your original RPA, and access your new RPA(s) from the Index screen.



[bookmark: _Toc15355122]Cancelling RPAs
If you no longer want to continue with the RPA, you may cancel the document.  Cancelling the RPA retains a copy of the document should it be needed later.  If the RPA has not yet been submitted to OHR, you also have the option to delete the RPA (See 'Deleting RPAs' below).
Once an RPA is cancelled, you cannot reactivate it.


To cancel the RPA:
1. Open the RPA you wish to cancel.
2. Navigate to the 'General' screen.
3. Press the 'Cancel Request' button
4. You will receive a cautionary message indicating that you are cancelling the RPA.  Click on the 'OK' button.
5. The application will change the status of the RPA to 'Cancelled'.
6. Close the RPA to return to the Index page.
[image: ]NOTE:  Once the RPA is submitted to your C&P analyst, you can either have the C&P analyst cancel the RPA for you or have them release the RPA back to you so you can cancel it.



[bookmark: _Toc15355123]Deleting RPAs
You may find that you would rather delete the RPA rather than cancel it.  In order to do this, the RPA must be in Created status--other wise you will need to follow the directions to cancel the RPA.  Follow the steps below to delete an RPA:

1. Open the RPA you wish to delete.
2. Navigate to the 'Edit' screen.
3. Click once on the 'Delete' button circled in the diagram above.
4. You will receive a cautionary message indicating that you are about to delete the RPA and all of it's attachments.  Click 'OK'.
5. The application will delete your RPA and bring you back to the Index screen.


[bookmark: _Toc15355124]Correcting RPAs
The key to making any corrections in the RPA is that the workflow status must be at your working level.  You can correct most fields in the Edit screen, however, the RPA limits changing the current position/incumbent details at the top of the screen -- including the current position number.  Should you need to use another position number, you must cancel the RPA and create a new one using the new position number.  Refer to the section titled "Updating the RPA" beginning on page 14.
DOCUMENTS:  To correct the on-line documents, re-enter the document and type over the information.  However, if the field was auto-populated, the information may be defaulting from the Edit screen -- you will need to make your change on the Edit screen in order to correct it.  For more information, refer to the section on the specific document within this manual.
ATTACHMENTS:  You cannot correct the attachment from the AutoRPA.  You must delete the attachment, update the document from your personal computer directory, and then re-attach the document to the RPA.  Refer to the "Additional Attachments" on page 34.
[bookmark: _Toc15355125]RPA Actions/Examples
This section begins with a chart that lists the Request Types and Proposed Actions used with the Automated RPA.  Following the chart is a detailed list of the RPA Actions and required documents for these actions.


[bookmark: _Toc15355126]Request Type Chart

	Request Types and Descriptions
	Proposed Actions

	Fill Vacancy
Request to fill an existing budgeted position with no change in duties.
You may use this Request Type to fill blanket positions when blanket funds are used in lieu of coded positions.  Do not use for Temp Help.  See Blanket Fund below.
	· Transfer
· Mandatory Reinstatement
· Permissive Reinstatement
· CSA
· CMA
· CEA
· Exempt
· Demotion
· TAU
· T&D Assignment
If the Proposed Action is unknown at the time of completing the RPA, you may leave it blank.

	Reclass & Fill
Request to change a current budgeted position as a result of a unit number change or class change.  This includes transferring the position and filling with a transfer at the same time.
Do not use this Request Type for blanket positions.  Blanket positions should never be reclassed.
	

	Reclass in Place
Request to reclass a current budgeted position to promote/demote an employee in place.
	· Promotion
· Demotion

	Blanket Fund
Request for Temp Help or move employees into the blanket.
	· Temp Help
· Blanket Fill
· Move EE to Blanket
· Emergency Appt

	Employee Misc Chge
Use this transaction to change an employee's Tenure, Time Base, CBID, Shift, LT Appointment Expiration Date, or any combination of them all.
	N/A

	Position Transfer
Use this request type to transfer the position without an incumbent.
	N/A




[bookmark: _Toc15355127]Blanket Funds (Position Serial Numbers 900 - 999)
Blanket funds are established for most offices and client agencies and used to pay for temporary help, seasonal help, overtime, or other special purposes when the funding should not be used by a coded position.  A blanket is established for one fiscal year only.  Each blanket must be established at the beginning of each fiscal year before payments are charged to the blanket.
Any number of appointments may be made under a blanket position providing the salary and wage expenditures for the positions do not exceed the amount encumbered for the blanket.  These type of positions are designated by a position serial number of 900 - 999 excluding serial 948.  Serial 948 has been designated by the State Controller's Office to identify payments issued for disability.
Refer to 'Temp Help', 'Retired Annuitants' or 'Employee to Blanket' in this section for RPA Workflow Request Type, Proposed Action and Required Documents.


[bookmark: _Toc15355128]Blanket Fill
Do not use.  Refer to specific appointment type in this section. 



[bookmark: _Toc15355129]Career Executive Assignment (CEA)

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / CEA
	· Statement of Justification
· CEA Key Position Description
· Duty Statement
· Org Chart

	Reclassing current coded position to CEA classification.
	Reclass & Fill / CEA
	· Statement of Justification
· CEA Key Position Description
· Duty Statement
· Org Chart


A Career Executive Assignment (CEA) means an appointment to a high administrative and policy influencing position with the State civil service in which the incumbent's primary responsibility is the managing of a function or the rendering of management advise to top level administrative authority.
Prior to any CEA appointment, an examination must be conducted.

SAMPLE (Fill Vacancy/CEA)


[bookmark: _Toc15355130]Career Management Assignment (CMA)

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / CMA
	· Statement of Justification
· CMA Key Position Description

	Reclassing current coded position to CMA classification.
	Reclass & Fill / CMA
	· Statement of Justification
· CMA Key Position Description
· Org Chart


***Incumbents in CMA classes must be transitioned to civil service classes by January 1, 2003***
CMA incumbents administer a variety of programs within the DGS.  Incumbents have full management responsibility for sensitive and complex program issues having statewide impact; act as the State's expert on respective program issues; establish policy and priorities and provide leadership on major program issues.  
Under the CMA, DGS offices that recruit for a manager or supervisor follow these steps:
· Prepare a "Key Position Description" (KPD) that identifies the specific skills needed for the job
· Advertise the position on an open or promotional basis
· Establish a qualified pool from the job applicants
· Use the KPD and general specifications for the series to judge applicants.
· Hire based on qualifications for the position.
SAMPLE (Fill Vacancy/CMA)



[bookmark: _Toc15355131]Career Supervisory Assignment (CSA)

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / CSA
	· Statement of Justification
· CSA Key Position Description

	Reclassing current coded position to CSA classification.
	Reclass & Fill / CSA
	· Statement of Justification
· CSA Key Position Description
· Org Chart


***Incumbents in CSA classes must be transitioned to civil service classes by January 1, 2003***
CSA incumbents supervise a wide variety of programs within DGS.  Incumbents have varying supervisory responsibility for sensitive and complex program areas oftentimes having statewide impact; may act as the State's expert on respective program areas; recommend policy and priorities and provide supervision over assigned program areas.
Under the CSA, DGS offices that recruit for a manager or supervisor follow these steps:
· Prepare a "Key Position Description" (KPD) that identifies the specific skills needed for the job
· Advertise the position on an open or promotional basis
· Establish a qualified pool from the job applicants
· Use the KPD and general specifications for the series to judge applicants.
· Hire based on qualifications for the position.

SAMPLE (Reclass & Fill/CSA)


[bookmark: _Toc15355132]CBID Change

	Position Action
	Request Type / Proposed Action
	Required Documents

	Must use incumbents current position number.
	Ee Misc Chg / [N/A]
	· Statement of Justification
· *Duty Statement
· *Org Chart
*Required if Proposed CBID is Confidential and prior CBID is not Confidential.


Collective Bargaining Identifier (CBID) codes refer to a three-digit code that is assigned to each job classification.  The CBID designates if a class is rank and file, managerial, supervisory, confidential, excluded, exempt, or unassigned; as well as the collective bargaining unit the class is aligned with, if applicable.
If the duties assigned to a position or a classification change to the extent that would require the current CBID designation to be changed, the office/division must provide a written request with supporting documentation to OHR.  If the proposed CBID designation is "Confidential", Labor Relations Office must review and authorize the request in addition to OHR.

SAMPLE (Ee Misc Chg for CBID)


[bookmark: _Toc15355133]Demotion

	Position Action
	Request Type / Proposed Action
	Required Documents

	Reclassing employee's current position to demoted class.
	Reclass in Place / Demotion
	· Statement of Justification
· Duty Statement
· Org Chart

	Filling a vacant coded position or *blanket position with the demoted employee.
	Fill Vacancy / Demotion
	· Statement of Justification

	Reclassing a vacant coded position to the demoted class and placing the employee from his/her position into the newly reclassed position.
	Reclass & Fill / Demotion
	· Statement of Justification
· Duty Statement
· Org Chart



Demotion means the appointment of an employee to a position in a different class with a lower salary range, as provided by Section 19253 if voluntary, by Section 19253.5 if for medical reasons, or by Section 19570 if by adverse action.
Only an employee with permanent or probationary status is eligible for a voluntary demotion.  The employee must either initiate the request to management or concur in the decision by management.  A demotion to a lower class cannot be made under the following circumstances:
· Between general civil service and exempt positions;
· Between general civil service and CEA positions; and,
· Between CEA and exempt positions
Examples of the most common reasons cited for voluntary and involuntary demotion are:

Continued on the Next Page

Demotion (Continued)

	
	Voluntary Demotion
	Involuntary Demotion

	
	· Employee's illness or poor health
· Change of career; such as:
- employee development
- greater chance for promotion
- better utilization of education or  training
- different field of work.
· Relocation of residence, such as:
- transfer of spouse
- desire to work near family
- climate change for family health  reasons
· Transportation difficulty, such as:
- desire to work near residence
- commuting to another office is easier
· Conditions of employment, such as:
- desire for a different shift
- less than full time work
- desire for field or office assignment
- desire for less/no supervisory responsibility
- desire for a job with less pressure
- loss of license required to perform in class
· To further education or personal development
· Stipulation after appeal from adverse action
· Action to correct misallocation of position
· In lieu of layoff
	· Illness or poor health
· Adverse Action
(attach copy of adverse action with request)
· In lieu of layoff
(OHR will attach all pertinent layoff document to RPA)




Demotion (Continued)

SAMPLE (Demotion in Place)




[bookmark: _Toc15355134]Emergency Appointment

	Position Action
	Request Type / Proposed Action
	Required Documents

	Using blanket funds to fill an Emergency Appointment.
	Blanket Fund / Emergency Appt
	· Statement of Justification


An Emergency Appointment is made to prevent the stoppage of public business upon an actual emergency or because the work will be of limited duration but not to exceed 60 days.  The appointment is made without regard to employment lists or existing classes, but shall be restricted by the State Personnel Board by rule so as to prevent the use of emergency appointments to circumvent the use of employment lists.

SAMPLE (Emergency Appt)
The blanket position number is entered when creating the RPA.  There is no Proposed New Position.



Be sure to select 'Emergency' tenure.

[bookmark: _Toc15355135]Employee to Blanket

	Position Action
	Request Type / Proposed Action
	Required Documents

	Placing an employee in blanket funds.
	Blanket Fund / Move EE to Blanket
	· Statement of Justification


An employee may be moved from his/her coded position to the blanket for one of the following reasons:
· The hiring office/division wishes to immediately fill behind the incumbent due to the incumbent's transfer, retirement or some other type of separation; whether permanent or temporary
· The incumbent's coded position is being reclassified for use in another program area but the incumbent employee is not moving with the position.
When placing someone in the blanket, note the vacated position number in the Justification section.

SAMPLE (Blanket Move)
The blanket position number is entered when creating the RPA.  There is no Proposed New Position.





[bookmark: _Toc15355136]Exempt Appointments

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded exempt position or *blanket position
	Fill Vacancy / Exempt
	· Statement of Justification

	Reclassing current coded position to Exempt classification.
	Reclass & Fill / Exempt
	· Statement of Justification


Authorizations to appoint exempts may be create by:
· A new or revised law that authorizes the Governor to make additional appointments
· The Governor converts a vacant civil service managerial position
· A revision to the State Constitution adds new authorizations
· Refilling a vacant exempt position
An Oath of Office must be completed prior to appointee's first day of work.

SAMPLE (Exempt Appt)




[bookmark: _Toc15355137]Extending Temporary Appointments

	Position Action
	Request Type / Proposed Action
	Required Documents

	Must use incumbents current position number.
	Ee Misc Chge / [N/A]
	· Statement of Justification


An extension of a temporary appointment may be requested if the temporary appointment is not already at the maximum time allowed.
For this type of action, temporary appointments include:
· Limited Term (maximum 2 years)
· Training and Development (T&D) assignments (maximum 2 years)

SAMPLE (Extension of Appt)




[bookmark: _Toc15355138]Limited Term Appointments
Limited Term appointments should be used for only limited-duration staffing needs.  Such appointments must not be used to fill positions on an ongoing basis since that would circumvent the consideration of those who are eligible for and interested in permanent jobs.  Time served in a limited-term appointment does not confer status or count toward the completion of probationary periods.When completing Limited Term appointments in the Automated RPA, be sure to set the tenure to 'Limited Term' and select the number of months for the appointment.

The standard maximum duration for a limited-term appointment is one year.  However, such appointments may be made for periods of up to two years under certain conditions.  The two-year maximum may not be circumvented through any combination of extensions or re-appointments or by using a different limited-term appointment to complete the same work.
Refer to 'List Appointment', 'Transfer' and 'Permissive Reinstatements' in this section for RPA Workflow Request Type, Proposed Action and Required Documents.


[bookmark: _Toc15355139]List Appointments

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / [N/A]
	· Statement of Justification

	Reclassing current coded position to needed class.
[Promotions-in-Place, see 'Promotions' in this section.]
	Reclass & Fill / [N/A]
	· Statement of Justification


A list appointment is a new hire or promotion made from an eligible employment list.
Be sure to check the 'Certification' box in the Recruiting section of the RPA, to assure that the employment list is requested.


[bookmark: _Toc15355140]Mandatory Reinstatement

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded exempt position or *blanket position
	Fill Vacancy / Mandatory Reinstatement
	· Statement of Justification

	Reclassing current coded position for Mandatory Reinstatement.
	Reclass & Fill / Mandatory Reinstatement
	· Statement of Justification


An employee has mandatory reinstatement rights to his/her "former position":
· after completion of a limited-term or TAU appointment provided that he/she had a permanent or probationary appointment prior to being terminated without a break in service.
· if they are rejected during probation provided that he/she had a permanent or probationary appointment prior to being rejected without a break in service.
· upon returning from an approved leave (e.g. military leave, a leave of absence, NDI, or IDL)
· upon permanent return from a Training and Development Assignment.
· Upon termination of an exempt or CEA appointment.
· Upon permanent return from a Disability Retirement or from a Medical Termination.
A "former position is defined in Government Code 18522 as:

"A position in the classification to which an employee was last appointed as a probationer, permanent employee, or career executive, under the same appointing power where the position was held, and within designated geographical, organization, or functional subdivision of the State agency as determined appropriate by the board."
The employee must exercise his/her right to a mandatory reinstatement in writing within ten days of the effective date of the action.  Any supervisor who receives a request for reinstatement should contact their assigned OHR Analyst for assistance in placing the returning employee.



[bookmark: _Toc15355141]Merging Positions

	Position Action
	Request Type / Proposed Action
	Required Documents

	Merging multiple positions and placing an incumbent in the new position.
	· Reclass & Fill / [Various]
· Reclass in Place / [Various]
	· Statement of Justification
· Duty Statement
· Org Chart

	Merging multiple positions without placing an incumbent in the new position.
	· Position Transfer
	· Statement of Justification
· Org Chart


Merging multiple positions is combining two or more positions with less than full time base to create a position with a higher time base--usually full time.  This is normally done for the purpose of filling the position with a full time incumbent.
Processing this in the RPA Workflow will be the same as a hard copy RPA unless the positions are from different offices:
MERGING POSITIONS FROM SAME OFFICE
1. If both positions are from the same office, create one RPA with one of the Request Types in the table above.
2. The proposed position time base should be changed to reflect the total time base of the position after the merge.
3. The proposed position should reflect the agency-unit-class of the position after the merge.
4. The justification section should include the second position number with incumbent disposition and effective date of the transaction.




MERGING POSITIONS FROM DIFFERENT OFFICES
Losing Office:
1. The losing office creates an RPA using the Request Type 'Position Transfer'.
2. The proposed position time base should reflect the same time base of the current position.
3. The proposed position should reflect the agency-unit-class of the new position.
4. The justification should include the the name of the office the position is being transferred to, and the effective date of the transaction.  Include any additional information such as the second RPA number (if known).
Gaining Office:
5. The gaining office creates an RPA to reclass the current position to be merged.
6. The proposed position time base should reflect the total time base of the position after the merge.
7. The justification will include the losing office's position number to be merged with losing office's RPA number (if known).



[bookmark: _Toc15355142]Permissive Reinstatement

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / Permissive Reinstatement
	· Statement of Justification
· Job Opportunity Bulletin

	Reclassing current coded position for Permissive Reinstatement.
	Reclass & Fill / Permissive Reinstatement
	· Statement of Justification
· Duty Statement
· Org Chart
· Job Opportunity Bulletin


A former State employee may have permissive reinstatement rights to:
· the same class from which he/she was separated
· a lower class in the same series
· a related series requiring a similar type of qualification, knowledge, and ability; or another class having similar duties, responsibilities, and qualifications with substantially the same salary range.  
The employee must also have reinstatement eligibility for the time base as well as the tenure and classification.  Contact your assigned OHR Personnel Analyst to verify that the employee has reinstatement rights before making the job offer.

SAMPLE (Permissive Reinstatement)




[bookmark: _Toc15355143]Position Transfer

	Position Action
	Request Type / Proposed Action
	Required Documents

	Request to move an existing coded position from one office/unit to another.
	Position Transfer / [N/A]
	· Statement of Justification
· Org Chart


A position transfer means the movement of a vacant coded position from one office/unit to another office/unit.
The cause for the movement of a position between offices/units may be due to workload issues, a new legislatively mandated program without additional funding or reassignment of a program from one area to another.
POSITION TRANSFER TO ANOTHER OFFICE
When transferring the position to another office, the originating office will initiate the RPA to transfer the position only.  Upon completion of the position transfer, the receiving office will initiate a new RPA to fill the position.
SAMPLE (Position Transfer)




[bookmark: _Toc15355144]Promotion

	Position Action
	Request Type / Proposed Action
	Required Documents

	Reclassing employee's current position to promoted class.
	Reclass in Place / Promotion
	· Statement of Justification
· Duty Statement
· Org Chart

	Filling a vacant coded position or *blanket position with the promoted employee.
	Fill Vacancy / Promotion
	· Statement of Justification

	Reclassing a vacant coded position to the promoted class and placing the employee from his/her position into the newly reclassed position.
	Reclass & Fill / Promotion
	· Statement of Justification
· Duty Statement
· Org Chart


A promotion means the appointment of an employee to a position in a different class with a higher salary range, unless the appointment is by transfer.
A promotion occurs either by "promotion-in-place" or by "list appointment".  Both methods require a certified list in the classification of promotion and the employee must be reachable on the list.
A promotion-in-place can occur if all of the following conditions are met:
· There is no true vacancy, and
· There is no change of position, assignment, or supervisory/subordinate relationship of the employee, and,
· The promotion is clearly identified as typical in cases where the employee is to move to the next higher level in a class series
Prior to a job offer, the OHR Personnel Analyst must review the application of the selected candidate to verify eligibility prior to a job offer.
Continued on the Next Page

Promotion (Continued)

SAMPLE (Promotion in Place)





[bookmark: _Toc15355145]Retired Annuitant

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling a vacant coded position or *blanket position with a retired employee.
	Fill Vacancy / [N/A]
	· Statement of Justification

	Reclassing a vacant coded position to the promoted class and placing the employee from his/her position into the newly reclassed position.
	Reclass & Fill / [N/A]
	· Statement of Justification
· Duty Statement
· Org Chart


Retired State employees may be employed for up to 120 days or 960 hours per calendar year to perform fill-in or project-oriented assignments.  Retired annuitants must have reinstatement, list, or TAU eligibility for the position, and they are classified and paid based upon the type of work they perform.  
At the end of each calendar year, OHR will provide each office a retired annuitant report and cover letter requesting separation packages for all inactive retired annuitants.  No action is required to continue current employment for your retired annuitants.

SAMPLE (Retired Annuitant)





[bookmark: _Toc15355146]Shift Change

	Position Action
	Request Type / Proposed Action
	Required Documents

	Must use incumbents current position number.
	Ee Misc Chge / [N/A]
	· Statement of Justification
· Org Chart


A shift change means a change in an employee's hours of work from one period of time in a 24 hour period to another period of time in a 24 hour period.
The justification must indicate the reasons for the shift change and that it is not in violation of any bargaining unit contract language.  The request for shift change may require advertisement, post and bid and/or salary adjustment.  If the shift change request involves one or more of the above discussed conditions, a duty statement, organization chart and job opportunity bulletin may be required.

SAMPLE (Shift Change)





[bookmark: _Toc15355147]Splitting Positions

	Position Action
	Request Type / Proposed Action
	Required Documents

	Splitting a position and placing incumbents in the new positions.
	· Reclass & Fill / [Various]
· Reclass in Place / [Various]
	· Statement of Justification
· Duty Statement
· Org Chart

	Splitting positions without placing incumbents in the new positions.
	· Position Transfer
	· Statement of Justification
· Org Chart


Splitting positions is taking one position and creating two or more positions with smaller time bases while not exceeding the total time base of the original position.  This is normally done for the purpose of filling multiple positions with incumbents working less than full time.
Follow these steps to split a position in the RPA Workflow:
1. Create an RPA using one of the Request Types above and the position number to be split.
2. In the proposed position time base, enter the time base of the first position to be created.
3. If filling the first position with an incumbent, enter the incumbent's name and proposed position details in the 'Proposed' section of the RPA.
4. The justification should include a statement that the original position is being split to create two (or more) positions.  Identify the new position numbers (without serial numbers) and include incumbent disposition (if applicable).
[image: ]If both incumbents will be transferred without recruiting, one RPA will suffice.  However, if one incumbent is to be transferred and the other to be recruited, then a second RPA must be initiated for the recruitment.




[bookmark: _Toc15355148]TAU (Temporary Authorization)

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / TAU
	· Statement of Justification
· Job Opportunity Bulletin

	Reclassing current coded position for TAU candidate.
	Reclass & Fill / TAU
	· Statement of Justification
· Duty Statement
· Org Chart
· Job Opportunity Bulletin


A TAU appointment is distinguished from a limited-term appointment by the fact that there is no employment list from which to fill the vacant position.  TAU appointments can be used to fill either limited-term or permanent positions, however, the selected candidate must meet the minimum requirements for the vacant classification.
The duration of a TAU appointment shall not be longer than a maximum of 1500 hours in a calendar year, and either:
· 9 months in a 12 month calendar period; or
· 194 days in 12 consecutive months on an Actual Time Worked (ATW) basis.
NOTE:  employees working in one or more TAU positions may not exceed the criteria above for the appointments on a combined basis.

SAMPLE (TAU Appt)




[bookmark: _Toc15355149]Temp Help (Seasonal)

	Position Action
	Request Type / Proposed Action
	Required Documents

	Temp Help is normally filled via blanket funds.
	Blanket Fund / Temp Help
	· Statement of Justification


A temporary appointment means an appointment made in the absence of any appropriate employment list permitted by Section 5, Article VII of the Constitution.  No person may serve in a temporary appointment for more than nine months in any consecutive 12 months.
Generally, temporary appointments are made to skilled trades classifications also known as casual labor appointments.  There are trades classifications in the permanent civil service established for jobs that are either permanent, permanent intermittent, or of a duration of over six months.  Employees appointed to such jobs must be appointed through the merit selection process (competitive examination and eligible list).  Where a job is temporary and non-recurring and there is no available permanent full-time staff, then an appointment may be made to a casual employment classification.

SAMPLE (Temp Help Appt)




[bookmark: _Toc15355150]Tenure Change

	Position Action
	Request Type / Proposed Action
	Required Documents

	Must use incumbents current position number.
	Ee Misc Chge / [N/A]
	· Statement of Justification


Tenure means the "term" or length of time in a position.  There are three types of tenure:
· Permanent
· Limited Term
· Temporary (TAU)
A tenure change cannot occur without the knowledge and concurrence of the employee.
A change from a permanent to temporary or limited term tenure occurs when the employee is transferring to a new position or classification or being appointed to a new position or classification or the employee is taking another job due to illness and/or injury on a limited term or temporary basis.
A temporary or limited term tenured employee can only transfer to a permanent tenure if the employee had prior permanent status or was appointed from a certified list.
Temporary and limited term tenured employees moving to a permanent tenure should be reviewed by the OHR Personnel Analyst to verify eligibility prior to effecting the appointment.



[bookmark: _Toc15355151]Time Base Change

	Position Action
	Request Type / Proposed Action
	Required Documents

	Must use incumbents current position number.
	Ee Misc Chge / [N/A]
	· Statement of Justification


An employee's time base can be changed to increase or decrease his/her hours worked.  Time base changes shall not be made unless the employee is aware of the action being taken.
INCREASE:  An employee must have eligibility to increase his/her time base from part-time or intermittent to full time, or from intermittent to part-time in one of the following categories:
· Currently reachable in the proposed time base on an employment list certification (CERT).
· The appointing power can demonstrate that the employee has previously been reachable for an appointment from an employment list to the position and proposed time base.
· The employee has previously held a permanent or probationary status appointment at or above the time base in the class to which the appointment is to be made, or in a class that is substantially at or above the salary level of the class.
· For at least two years (minimum) the employee has held any combination of permanent or probationary appointments in the same class or in classes that are at substantially the same or higher salary level, AND has worked 1920 hours in such appointments.
DECREASE:  The employee must provide a written request to decrease his/her time base.  Approval to participate in the "Voluntary Unpaid Leave (VUL)" program does not change the participant's time base.
The time base of an employee is never decreased due to a partial medical release to return to work unless the employee has requested the decrease in writing.  A medical release for partial return to work is not a request for change of time base, but limits the number of hours an employee is physically or mentally able to perform his/her duties.
Continued on the Next Page

Time Base Change (Continued)

SAMPLE (Time Base Change)




[bookmark: _Toc15355152]Training and Development (T&D) Assignment

	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / T&D Assignment
	· Statement of Justification
· Job Opportunity Bulletin

	Reclassing current coded position for TAU candidate.
	Reclass & Fill / T&D Assignment
	· Statement of Justification
· Duty Statement
· Org Chart
· Job Opportunity Bulletin


A T&D Assignment is a temporary assignment of up to two years for the purpose of training.  The T&D is used to provide employees with broader experiences and skills to improve either their ability to perform in their current assignments, help prepare them for future promotion, or to facilitate their entry into a new occupational field.  Although T&D Assignments are used to prepare employees for advancement, they cannot legally replace the competitive promotion (exam) process.
Supervisors should consult with their assigned OHR analyst to ensure that the T&D assignment is consistent with stated guidelines.  After OHR approves the use of the T&D, the requesting supervisor must prepare a T&D plan.  The plan should include:
· the name and class title of the participant
· the name and class title of the supervisor
· the training assignment class title
· start and end dates of the assignment
· training to be accomplished
· duties of the training position
· statement that layoff by reason of such assignment will not become necessary.
The T&D plan and any subsequent change or revision should be signed by the Department and employee, and retained in the employee's official personnel file.
Continued on the Next Page

T&D Assignment (Continued)

SAMPLE (T&D Assignment)




[bookmark: _Toc15355153]Transfer (Lateral)
	Position Action
	Request Type / Proposed Action
	Required Documents

	Filling current coded position or *blanket position
	Fill Vacancy / Transfer
	· Statement of Justification
· Job Opportunity Bulletin

	Reclassing current coded position for transferred candidate.
	Reclass & Fill / Transfer
	· Statement of Justification
· Duty Statement
· Org Chart
· Job Opportunity Bulletin


Transfer means both of the following:
· The appointment of an employee to a position in the same class but under another appointing power.
· The appointment of an employee to a position in a different class that has substantially the same level of duties, responsibility, and salary, as determined by board rule, under the same or another appointing authority.
Transfers are discretionary on the part of management and can be either voluntary or involuntary on the part of the employee.  Transfers do not require competition in a new civil service examination, since the employees' present status is presumed qualifying for status in the new class.  However, a written and/or oral transfer examination may be requested by the appointing power or required by the SPB when significantly different skills, knowledge and abilities are required in he new class.  In addition, transfers to affirmative action target classes must meet the publication and screening standards contained in Regulation 444.
The OHR Personnel Analyst must review the selected candidates application to verify eligibility prior to a job offer.
Continued on the Next Page

Transfer (Continued)

SAMPLE (Transfer)
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