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This memorandum will provide information and instructions on the Memorandum of Understanding (MOU) Post and Bid provisions for Bargaining Unit 15.  In the DGS, this includes employees in the Janitor and Janitor Supervisor I classifications.

The Labor Relations Office and management representatives of the Building and Property Management have completed meetings with California State Employees Association and have come to tentative agreement on the details of the Unit 15 Post and Bid provisions for DGS.  Final agreement is pending member ratification.  We anticipate that the Unit 15 members will ratify these provisions shortly.  In accordance with the Unit 15 MOU, the details and implementation of the Post and Bid must be completed no later than July 1, 2000.  

Attached is the following information regarding Unit 15 Post and Bid provisions:

· Key definitions

· Special considerations/exclusions

· Procedures for employees and management

· Unit 15 MOU Post and Bid provisions

· A listing of the buildings within each local management unit

These provisions, while similar to Unit 12 Post and Bid provisions, have some significant differences.  To highlight the differences for Unit 15:

· Post and Bid does not apply outside the local management unit (see Key Definitions-Local Management Unit)
· Post and Bid does not apply for promotions in place or shift changes when no vacancy exists
· Once an employee is placed in a bidded position, the employee’s name will be removed from all Post and Bid lists for the bidding year.

Post and Bid forms are being created and customized for each affected Region.  The form will be sent to each Regional Building Manager for their Post & Bid process.  The forms will be posted on the Office of Human Resources’ (OHR) Public Folder, under HR Memorandums 00-019.

The OHR, Personnel Operations will be the official keeper of the reassignment/transfer request forms rather than at the individual program level.  Offices will be provided a copy of the Post and Bid list each time they have a Request for Personnel Action (RPA) approved.
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PRIOR TO FILLING ANY UNIT 15 VACANCIES OR SHIFT ASSIGNMENTS, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling vacancies in accordance with this memorandum and in compliance with the Post and Bid Provisions.  

If you have any questions concerning these hiring procedures please contact your assigned Personnel Analyst.  Labor Relations questions should be directed to Kathy Miras at 

(916) 324-4595 or Judy Otis at (916) 324-4593.
JINNY MUNRO, Manager

Program Improvement and Labor Relations

cc:
BPM Regional Managers

 
Labor Relations Staff


Personnel Manager


Assistant Personnel Managers


Personnel Analysts


Personnel Transactions

DEPARTMENT OF GENERAL SERVICES

POST AND BID PROVISIONS

BARGAINING UNIT #15

KEY DEFINITIONS

Vacancy:  A permanent full-time position unoccupied as a result of retirement, transfer, termination, reassignment, or new funding.  Post and Bid shall only be implemented in local management units that have, or attain, 25 or more full-time employees in the same class and where a variety of work schedules (days off, shifts, etc.) exist. 

Permanent full-time status employee: A full time employee who has successfully passed probation in their current classification in the Department of General Services.

Post and Bid Request form: The written request form provided by respective DGS offices and completed by the permanent full time status employee requesting to be reassigned within the local management unit position/assignment in their current classification. Request must be submitted during the annual 30-calendar day open period, July 1 through July 31. Requests shall be kept on file for 12 months, or until an employee is placed under these provisions.  

Local Management Unit-DGS: Management units that currently meet the Unit 15 Post and Bid criteria are the following work locations: 

City



Management Unit


Main Address



Sacramento 


Region #1



1304 O St



Sacramento 


Region #2



714 P St.



Sacramento


Region #3



4949 Broadway


Sacramento 


Region #4



1101 I Street


Sacramento


Cap. Hist.



1020 N St.
San Francisco


Civic Center



455 Golden Gate 


San Francisco 


PUC/Trans Bay


505 Van Nuys


Oakland 


Cal Trans



11 Grand Avenue


Oakland 


Harris Bldg



1515 Clay Street


Los Angeles 


LA Metro



300 S. Spring


San Diego


San Diego



1350 Front Street


Outside Management unit: Post and Bid does not apply outside the local management unit.

Seniority: Local management seniority is determined by permanent full time status employees with the greatest amount of continuous statewide seniority in DGS.  In the event of a tie in the seniority scores, the tie shall be broken using city seniority. 

Seniority Post and Bid Lists: The local management unit lists of employees who have submitted a Post and Bid Request form, compiled in seniority order by the Office of Human Resources, in accordance with the Unit 15 MOU provisions.  Unless otherwise noted, this must be used by management to fill a vacancy before other hiring options are initiated. Once an employee is placed in a bidded position, the employee’s name will be removed from all Post and Bid for the bidding year. See Special Considerations/Exclusions. Seniority lists shall be developed within 60 working days following the closing of the filing period and shall be posted in the local work locations for one month immediately following the open bidding period.

SPECIAL CONSIDERATIONS/EXCLUSIONS

· Promotion-Management has the option to use a civil service list in lieu of these Post and Bid provisions to promote Bargaining Unit 15 employees only after the Post and Bid process has been used.


· Mandatory Placement- These Post and Bid provisions do not apply when an employee must be placed after a TAU or Limited Term appointment in lieu of permanent appointment, by mandatory reinstatement, promotion in place, changing a permanent intermittent employee to permanent full time, placement of an employee subject to layoff, State Restriction of Appointments/Surplus lists, proper placement (i.e. reasonable accommodation), limited light duty, or other operational reasons.


· Requisite Skills and Abilities- Employees placed under the Post and Bid provisions must possess the requisite knowledge, skills, aptitude and abilities of the position to perform at an acceptable level.  If an employee lacks the position requisites, the supervisor will notify the employee.  Training may be made available if an employee requests to be trained in other work functions within their assigned facility.


· Discipline/Substandard Review- Management is not required to consider an employee who has a sustained formal disciplinary action or received an overall substandard performance review within the last 12 months.  


· Security/Safety or Other Reasons- These Post and Bid provisions do not preclude management from transferring or assigning employees for verifiable security, safety or other reasons.  Prior to initiating such actions, the Labor Relations Office should be contacted.

· Shift Changes with no vacancy- Post and Bid does not apply when there is no vacancy and internal permanent or temporary shift changes are initiated.  Such placement of employees will be done based on operational needs (i.e. client demands) and in accordance with Unit 15 provisions, 16.4 Work Assignment and 20.3 Change in Shift Assignment. Prior to initiating such actions, the Labor Relations Office should be contacted.

· Security Clearance- For those facilities that require an employee background security clearance, the most senior qualified bidder will be selected.

· Post and Bid Acceptance- Employee offered a bidded position has a maximum of 3 work days in which to accept or reject a job offer unless a longer period is agreed to by the hiring supervisor.  If an employee requests or is reassigned temporarily to different work, this does not negate the position they accepted through these Post and Bid procedures.

· New Regional Offices- When new Regional Offices are established, DGS shall advertise and accept applications from employees in the same city.  In accordance with these procedures, the most senior qualified employee shall be selected.  If there are no qualified bidders, DGS may fill the positions by other valid hiring means.


SPECIAL CONSIDERATIONS/EXCLUSIONS (Continued)

· New Buildings- When new buildings are opened, DGS shall advertise and accept applications from employees in the local management unit.  In accordance with these procedures, the most senior qualified employee shall be selected.  If there are no qualified bidders, DGS may fill the positions by other valid hiring means.
EMPLOYEE PROCEDURES

· Permanent full time local management unit employees who wish to be considered for a position or shift assignment vacancy, in their current classification, must submit a Post and Bid Reassignment/Transfer Request form.  This form must be submitted during the annual 30 calendar day open period, July 1 through July 31 to their supervisor, or forwarded to Post and Bid, R 15, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814. Reassignment/transfer forms shall be kept on file for 12 months, or until an employee is placed under these provisions. This form is available in the Outlook, Office of Human Resources’ Public Folder under Human Resources Memorandums, or from management.

· Request form must include the employee’s current permanent classification, work address and phone number, current work week/shift/hours, current supervisor’s name and phone number.  It also must clearly identify if the request is for a reassignment and/or transfer to different shift, or work week within the local management unit. Bidders will be contacted only for the building assignment, shifts and workweeks they have requested.  Employees may submit several preferences.

· The Office of Human Resources will notify employees who do not meet the Post and Bid MOU provisions. 

· When a local management unit position becomes available, management will contact the most senior employee with a request form on file. 
· Employee selected for a bidded position has a maximum of 3 work days in which to accept or reject a job offer unless the hiring supervisor agrees to a longer period.
· Employees should contact their supervisor to resolve discrepancies in seniority scores.
MANAGEMENT PROCEDURES

· Annual 30 calendar day open period (July 1 through July 31) for employees to submit post and bid request form.  Employees shall be informed that their requests must be submitted to Post and Bid, R 15, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814.  

When receiving any of these requests, please date stamp the requests and forward them to Post and Bid, R 15, Office of Human Resources, Personnel Operations, 1325 J Street, Suite 1714, Sacramento, CA 95814. All requests shall be kept on file for 12 months, or until an employee is placed under these provisions.  OHR will provide managers with a copy of reassignment/transfer requests within their management unit.


MANAGEMENT PROCEDURES

· Office submits a Request for Personnel Action (RPA) along with the Job Opportunity Bulletin (JOB).  The JOB must include the starting/ending working days of the workweek, the shift (days, evenings or nights), and starting/ending working hours.  Under the “Selection Criteria” on the JOB, the following language must be included “This position is subject to the Post & Bid requirements for Bargaining Unit 15”.   


· OHR Personnel Operations will determine seniority based on personnel records.  The name of the Post & Bid candidate(s) will be provided to the hiring office once the Request for Personnel Action (RPA) has been approved.  

· Management has the right to review the employee’s official personnel file prior to offering the position to the most senior bidder in accordance with these Post and Bid procedures.

· Once a position is filled management shall post, in the local management unit, the name of the individual selected.

PRIOR TO FILLING ANY UNIT 15 VACANCIES OR SHIFT ASSIGNMENTS, contact your OHR Personnel Analyst.  Your OHR Personnel Analyst will assist you in filling vacancies in compliance with the Post & Bid Provisions. 

The following are the steps that will be followed.

· Ensure that there are no mandatory placement obligations in accordance with these provisions, IF NONE-

· Fill vacancy with request of qualified employee with most seniority at local management unit, IF NONE-

· Option to fill vacancy by promoting within using valid civil service employment list, 

IF NONE-

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

· Note: These provisions shall not contravene employee rights to mandatory reinstatement or placement subject to the layoff provisions of this contract.

· Employees selected through the Post and Bid shall have a maximum of 3 work days in which to accept or reject a job offer unless the hiring supervisor agrees a longer period to.  OHR Personnel Operations will coordinate/work closely with hiring supervisor.

UNIT 15 MOU

POST AND BID PROVISIONS

20.11 Post and Bid


        A. Each Department employing Unit 15 employees shall implement a Post 

        and Bid system no later than July 1, 2000. Prior to the implementation, 

        each Department shall meet and confer with CSEA over the details of the 

        Post and Bid system to be used in each Department. It is the intent of 

        the parties to utilize any existing Post and Bid system that is 

        currently applicable to most other employees in each Department as the 

        model for Post and Bid for Unit 15 employees in that Department. As 

        such, the parties understand that the system of Post and Bid may vary 

        between Departments. Each Department's Post and Bid system resulting 

        from the meet and confer with CSEA shall be included as an addendum to 

        this Agreement.


        B. Post and Bid for Unit 15 employees shall be implemented only when the 

        locations listed below have 25 or more full-time employees in the same 

        class and where a variety of work schedules (days off, shifts, etc.) 

        exist. Post and Bid shall apply only for employees in each location to 

        change positions in the same class, tenure and time base. 


        C. Location:

            Department of General Services: Management Units

BPM MANAGEMENT UNITS

FOR  PURPOSES OF 

POST AND BID, BU 15

Bldg #
Building
Address
Bldg #
Building
Address

SACRAMENTO, REGION #1 (308-111/151/161)
SACRAMENTO REGION #3 (308-113/115/117/143)

005
Cal Trans
1120 N St
017
Printing Plant
344 # 7th St

006
Food & Ag. 
1220 N St
020
DMV
2570 12th St

008
Energy Commission Bldg
1516 9th St
022
Water Resources Lab
1450 Riverank Rd, W.S.

009
CADA Bldg
1304 O St
026
CHP 
2555 1st Ave

015
Parking Garage
1500 9th S
035
CHP
1290 1st Ave

016
Paul Bonderson Bldg/WRCB, 
901 P St
040
DMV Warehouse
1217 Burnett Wy

018
Resources Building
1416 9th St
042
DMV
1215 1st Ave

019
Vets Affairs 
1227 O St
043
DMV 
4700 Broadway

030
Justice / AG's Bldg.
1300 I St
044
DMV 
5209 North Ave, Carmichael

031
AG Child Care
1235 H St
061
Ag Warehouse
3288 Meadowview Rd

036
Secretary State / Archives Bldg. 
1020 O St
069
Fish & Game Disease Lab
2111 Nimbus Rd

050
New State Garage 
1517 11th St.
070
Nimbus Pollution Lab
2001 Nimbus Rd

056
Ag. Annex
1215 O St
071
Food & Ag
3288 Meadowview Rd

057
Cal Net Bldg.
1111 P St
072
Food & Ag Oil Spill Chem. Lab
3292 Meadowview Rd

074
Sate Garage
1416 10th St
073
Fish & Game Exhibition
2005 Nimbus Rd

078
State Garage/ Capitol Complex-East 
1301 P Street
075
Justice
494 Broadway

SACRAMENTO REGION #2 (308-112/142)
083
Fish  & Game Headquarters 
1701 Nimbus Rd

010
Education
721 Capitol Mall
084
Franchise Tax Board I & II, 
9645 Butterfield Way

011
Bateson Building 
1600 9th St
085
Cal Trans/CHP Traffic Mgmt
3165 Gold Valley Dr, Rancho Cor

013
EDD Annex 
751 N St
086
Cal Trans Warehouse
5990 Folsom Blvd

020
Warehouse 
805 R St.
088
FTB Field Office
International Blvd

021
Personnel Board 
801 Capitol Mall
089
Cal Trans Building
5990 Folsom Blvd

025
EDD
722/800 Capitol Mall
105
Cal Trans Warehouse
Evergreen Dr

028
Capitol Square (BOE) 
450 N St
106
State Records Center
1501 Cebrian St, W.S.

039
OB #, 
714 P St
161
Cal Trans
34th & Stockton

045
OB #9
744 P St
SACRAMENTO CAPITOL HISTORIC REGION  (308-114/144)

076
Fleet Admin., 8th & Q Garage 
802 Q St
001
State Capitol
10th and Capitol

SACRAMENTO  REGION #4 (308-171)
002
Jesse Unruh Building
915 Capitol Mal l




003
Library and Courts
914 Capitol Mall


Cal EPA

004
Legislative Office Building
1020 N St


East End

038
Library and Courts II Building
900 N St




091
Blue Anchor Bldg
10th and N Streets




190
Governors Residence


BPM MANAGEMENT UNITS

FOR  PURPOSES OF 

POST AND BID, BU 15

Bldg #
Building
Address
Bldg #
Building
Address

SAN DIEGO MANAGEMENT UNIT (308-801/841/851)
OAKLAND, ELIHU HARRIS MANAGEMENT UNIT (308-601)

801
S.D. St., Bldg
1350 Front St, SD 
602
Elihu Harris St, Bldg, 
1515 Clay St., Oakland

803
State Garage
345 West Ash Street, SD
OAKLAND CALTRANS BUILDING (308-611)

804
Trans-America Bldg.
1301 State Street, San Diego
610
Oakland Cal Trans 
111 Grand Ave, Oakland

805
DMV
3960 Normal St., Chula Vista
615
State Garage
401 27th Street, Oakland

806
DMV 
30 North Glover, SD
LOS ANGELES METRO REGION (308-501/511/561)

808
DMV
1450 Graves Ave El Cajon
502
Cal Trans
120 So. Spring, LA

810
DMV
233 North Imperial, El Centro
505
107 South Broadway
107 South Broadway, LA 

811

1700 Glorietta Place, SD
508
Cal Trans
1616 So. Maple, LA

812
DMV
4375 Derrick Drive, SD 
509
Ronald Reagan.
300 So. Spring, LA

816
DMV
1175 E. Main Street, Brawley
510
CHP
437 No. Vermont, LA

817
EDD 
100 N. Imperial, El Centro
511
Cal Trans
1615 So. Wall, LA

819
Caltrans, 
4080 Taylor Street, SD
512
Junipero Serra Bldg.
320 West Fourth St., LA

820

2829 Juan Street, SD
561
Air Resources Board
9528 Telstar LA/El Monte

821

4140 Taylor Street, SD

All other small DMV buildings in Los Angeles

822
Caltrans-Lab 
4120 Taylor Street, SD
SAN FRANCISCO P.U.C. MANAGEMENT UNIT (308-421)

823
Caltrans-Maintenance
4012 Taylor Street, SD
408
CAL-Trans Bay Terminal
425 Mission, Ramp 3 SF 94105

824
DOT.
1120 Dewey, SD
409
DMV
1377 Fell St, SF 94117

825
DOT
Juan & Taylor (Temp Struct)
418
P.U.C. Bldg
505 Van Ness Avenue, SF 94102

826
Caltrans-Lab
4050 Taylor Street SD
422
State Garage


827
DOT
7183 Opportunity Rd, SD
450
DGS-Fleet
550 Turk, SF 94102

829
CHP
4902 Pacific Highway, SD
SAN FRANCISCO CIVIC CENTER MANAGEMENT UNIT (308-441

830
DOT-KM Lab
7177 Opportunity Rd, SD
402
455 Golden Gate
Ste. 2600, S.F.,

831
DOT
7181 Opportunity Rd, SD




832
DOT
7179 Opportunity Rd, SD




833
DMV
4004 Plaza Dr., Oceanside




834
DOT
570 C St., Chula Vista


835
CHP
CHP, El Cajon




836
CHP
9330 Farnham St., SD




840
Cal Veterans Home
700 Naples Court, Chula Vista




850
Mission Valley St Off Bldg
7575 Metropolitan Dr., SD




