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101.0

Promotion, including Promotion-In- Place

	Policy
	The DGS encourages economy and efficiency in and devotion to state service by encouraging promotional advancement of employees showing willingness and ability to perform efficiently services assigned them, and every person in state service shall be permitted to advance according to merit and ability.

Promotion-in-place
It is the policy of the DGS to fill a position at a lower level for recruitment and/or training and development, until the employee’s knowledge, skills and abilities (job performance) support upgrade of the position to the higher level.  However, if the employee possesses the experience required for the position and all other criteria are met, a promotion-in-place shall be granted.



	Definition/
Explanation
	[bookmark: _GoBack]“Promotion” means the appointment of an employee to a position in a different classification with a higher salary range, unless the appointment is by transfer (see Government Code Section 18525.3).  Promotions occur when 
· Movement to specialist and supervisory/management classifications
· Does not have to be movement within a series
· Increase in salary 10% or greater
· Appointment from a list

“Promotion-in-place” applies when
· no true vacancy exists
· there is no change of position, assignment, or supervisory/subordinate relationship
· the promotion is clearly identified as typical in cases where the employee is to move to the next higher level in a class series
· applies when a working-level position is under-filled at a lower level fro recruitment, training and development, and when the employee’s job performance and skill development support upgrade of the position to a higher level
· does not apply to movement to, from or between specialist or supervisory/management classifications
· entry to journey level
· list appointment




Continued on next page  101.1

Promotion, including Promotion-In- Place, Continued
 
	Definition/ (continued)
	To determine if the promotion is “typical,” identify the classifications from which the majority of incumbents in the promotional classification have historically promoted.


 
	Procedure
	The table below provides the step and action required to process  a promotion, or promotion-in-place.



	Step
	Action

	1
	Personnel Liaison (PL) submits completed Request for Personnel Action (RPA) to the Classification and Pay (C&P) Analyst
	If reclassifying a position
	Then include 
· justification
· current and proposed organization charts
· current and proposed essential functions duty statements

	2
	C&P Analyst reviews RPA:
· for Modified Class Review designation
· if upgrade is justified
· if allocation is appropriate

	3
	C&P Analyst verifies employee's list eligibility
· notifies PL
· forwards RPA to Certification Specialist to order and process list

	4
	Certification Specialist orders and clears list then forwards RPA back to C&P Analyst

	5
	C&P Analyst forwards to PS for processing appointment
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