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	Overview
	Post and Bid is a provision of the Bargaining Unit 15 Memorandum of Understanding (MOU) that allows permanent, full-time employees the opportunity to transfer to a vacant position in the same work location or to a different work location based on class seniority.


	Eligibility
	All permanent, full-time employees who have completed their probationary period on or before October 31, 2003.
PLEASE NOTE:  Permanent Part-time and Permanent Intermittent employees ARE NOT ELIGIBLE for Post and Bid.


	Annual Bidding Period
	The annual open period for submitting a Post and Bid Reassignment/Transfer Request will be held from October 1 through October 31, 2003.  The bid form must be dated between these dates.


	Options
	Eligible permanent, full-time employees may request to be reassigned to any position/assignment in any of the statewide Management Unit work locations listed below.    Employees should only bid for management unit work locations they are interested in obtaining a transfer to.  


	Local Management 
	The Local Management Unit work locations (cities) are as follows:


	Unit Work Locations
	
	Fresno
	Sacramento
	San Jose
	

	
	
	Los Angeles/
Van Nuys
	San Bernardino/
Riverside
	Santa Ana
	

	
	
	Oakland
	San Diego
	Santa Rosa
	

	
	
	Redding
	San Francisco
	Stockton
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	Distribution of Bid Forms
	· The Post and Bid material will be sent to each Regional Building Manager who is responsible to disseminate the material to each of their reporting units for distribution to eligible employees.  A bid form addressed to each eligible employee will be provided.
· Each reporting unit is responsible to distribute the Post and Bid information to their employees by either:

1. hand delivery to the employee; or 
2. mailed through U. S. Mail, if the employee is off for an extended period of time. 
If the Post and Bid material is mailed to the employee, it is recommended that a “return receipt” be requested.
· Extra Post and Bid material will be provided for employees who were not issued an addressed package.  Please contact Berge Ochikubo at (916) 376-5418 to verify if these employees should be given a package.  
· A worksheet will be provided which is to be used to note when the employees were given the Post and Bid material.  After all the material is distributed to eligible staff, the worksheet must be returned to the Office of Human Resources, R15 Post and Bid, P. O. Box 989052, West Sacramento, CA 95798-89052.


	Completion of Bid Form
	· Each eligible employee is required to submit a bid form indicating if they are interested or not interested in the Post and Bid Process.  This will serve as  acknowledgement that the employee has been advised of the annual bidding period.
· The employee must check one of the following boxes on the bid form:


 FORMCHECKBOX 
 
I am not interested in Post and Bid, sign in box 5 and date (do not complete any other boxes), or
 FORMCHECKBOX 
 
I am interested in Post and Bid, complete the information regarding:  Work location, work telephone number, present work week starting and ending days; working hours; current supervisor’s name and telephone number and the alternate contact person name and telephone number (to be contacted if employee can not be reached) and 

Item 1, Work Week - check the appropriate work week you are interested 
in;
Item 2, check the appropriate shift you are interested in;
Item 3, check the cities you are interested in;
Item 4, sign and date the form.
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	Return of Bid Form
	· Each employee is responsible to return the Post and Bid form to the Office of Human Resources. 

Bid forms sent by United States Mail, must be postmarked on or before October 31, 2003, and mailed to Post and Bid, R15, Office of Human Resources, PO 989052, West Sacramento, CA 95798-9052, or 

Hand delivered bid forms must be stamped in on or before October 31, 2003, and delivered to Post and Bid, R15, Office of Human Resources, 707 Third Street, 7th floor, West Sacramento, CA, 95605.
 


	Additional Post and Bid Information
	Please refer to the attachment “POST AND BID, BARGAINING UNIT 15” for more information on the Post and Bid process.


	Manager/

Supervisor Questions
	If you have any questions regarding the Post and Bid process, please contact your assigned Personnel Analyst.
If employees have questions regarding the Post and Bid process, advise them to contact their CSEA Union representative to explain the Post and Bid process and how it works.


LYNN W. CATANIA, Manager

Personnel Operations Section

LWC:BJO

ATTACHMENTS 
cc:
Certification Specialist

        Personnel Analysts
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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 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 with the Department of General Services on or before October 31st of the bidding year.



	Department Restriction of Appointment (DROA)
	Due to the current budget reduction, DGS employees who are in positions that have been identified as targeted cut positions have been placed on the DROA list for placement within the Department.  As long as DROA exists for the classification, these employees will be placed within the Department before the Local and Outside Local Post and Bid process has been cleared and before candidates from other departments who are on State Restriction of Appointment (SROA), on Surplus Status.


	State Restriction of Appointment (SROA) or Surplus Status
	Due to the current budget reduction, employees who work at other department s that have been identified as surplus or placed on the SROA list and have responded interested on a contact letter, must be interviewed for the position.  Candidates on SROA or Surplus will be considered after the DROA and before Post and Bid.


	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 to any statewide local management unit position/assignment in their current classification. Requests must be submitted during the annual 31-calendar day open period, October 1 through October 31. Bids will be effective January 1 through December 31.  Requests shall be kept on file for 12 months or until an employee is placed under these provisions.  


	Local Management Units
	The local Management Unit work locations are as follows:


	
	
	Fresno
	Sacramento
	San Jose
	

	
	
	Los Angeles/

Van Nuys
	San Bernardino/

Riverside
	Santa Ana
	

	
	
	Oakland
	San Diego
	Santa Rosa
	

	
	
	Redding
	San Francisco
	Stockton
	


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


(1)  total statewide service seniority;


(2)  departmental seniority;


(3)  by lot.
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KEY DEFINITIONS (Continued)

	Removal from Post and Bid Lists:
	· Once a bidder is placed in post and bid position, the employee’s name will be removed from all Post and Bid lists for the bidding year. 

· If a bidder declines a firm job offer they will be removed from that local management unit Post and Bid list for the bidding year.  

· If a bidder accepts an appointment to a different classification, he/she will be removed from all Post and Bid lists for the bidding year.

· If a bidder transfers to a different department, he/she will be removed from all Post and Bid lists for the bidding year.


	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 (OHR), in accordance with the Unit 15 MOU provisions will be used to fill vacant positions.  
· Unless otherwise noted, this must be used by management to fill a vacancy before other hiring options are initiated.  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.  
· Once this list is available it shall be provided annually, on a computer disk to the CSEA Headquarters, Civil Service Administrator.


SPECIAL CONSIDERATIONS/EXCLUSIONS 
	Promotion
	Management has the option to use a civil service list to promote Bargaining Unit 15 employees only after the Post and Bid process has been cleared.


	Mandatory Placement
	These Post and Bid provisions do not apply when management chooses to retain a Limited Term or TAU by a permanent appointment or when an employee must be placed 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 clearly articulated operational reasons including client demands.


	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; such requests shall not be unreasonably denied.


	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.
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SPECIAL CONSIDERATIONS/EXCLUSIONS (Continued)
	Security/ Safety or Other Reasons
	These Post and Bid provisions do not preclude management from transferring or assigning employees for verifiable security, safety or clearly articulated operational 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, 15.4.14 Work Assignment Changes and 19.1 Hours of Work. 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 post and bid 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 location.  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.


	Union Notification
	DGS will provide a quarterly report to the CSEA Headquarters, Civil Service Administrator indicating the number of placements by category.
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EMPLOYEE PROCEDURES
	Submission Of Bid Form
	· Eligible permanent full time Unit 15 employees must submit a DGS Post and Bid Reassignment/Transfer Request form during the annual bidding period.  The annual 31-calendar day open period will be held from October 1 through October 31 each calendar year. The employee must sign and date their bid form between October 1st  and October 31st. 


· The employee must indicate if they are:

(1) not interested in the Post and Bid process, or

(2) interested in bidding for positions within their local management unit work location or for positions outside of their local management work location.

If the employee is interested in bidding, the following items must be completed:

1. current permanent classification, 

2. current position number

3. employee name

4. unit name

5. work address and phone number, 

6. current work week (starting and ending days),

7. current work hours (starting end ending hours), 

8. current supervisor’s name and phone number,

9. alternate contact person’s name and phone number (In the event that the employee is on leave when a position becomes vacant, the request form must also designate an alternate person to contact.  The contact person must have full authority on behalf of the employee to accept or decline a position.  If there is no contact person or, the contact person is not available or willing to accept or decline the position it shall be considered a waiver and the next most senior person on the list shall be offered the position),
10. identify the work week schedule you’re interested in,
11. identify the work hours you’re interested in, 
12. identify the local management work locations you’re interested in,
13. sign and date the form.

Bidders will be contacted only for the local management unit, shifts and workweeks they have requested.  Employees may submit several preferences.  




	Return of Bid Form
	Each employee is responsible to return their completed bid form. Forms returned by: 

· US Postal service need to be postmarked on or before October 31, 2003, and sent to Post and Bid, R15, Office of Human Resources 7-130, Personnel Operations, P.O. Box 989052, West Sacramento, CA 95798-9052, or
· by hand delivery on or before October 31, 2003, to Office of Human Resources, 707 Third Street, 7th floor reception desk, West Sacramento, CA 95605.

IT IS THE EMPLOYEE’S RESPONSIBILITY TO RETURN THEIR BID FORM.
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EMPLOYEE PROCEDURES (Continued)

	Establishment of List
	The OHR will provide a copy of the information list of bidders to each Management Unit to be posted at the job sites of the employees.  This list will be posted at the job sites until February 28, 2004.
· This list will be in alphabetical order, with the locations/shifts selected by the employee and seniority score for the employee.  
· Employees should contact their supervisor to resolve discrepancies in seniority scores.


	Response on Contact
	When an employee or alternate contact person is contacted regarding a position, the employee or alternate contact person must indicate if the employee is interested or not interested in the position.
If a firm job offer is made, the employee or alternate contact person must accept or decline the job offer within three (3) work days after the firm job offer is made unless the hiring supervisor agrees to a longer period.  

· If the firm job offer is accepted, the employee will be removed from all Post and Bid lists.

· If the firm job offer is declined, the employee will be removed from the local Post and Bid list for the location of the position being offered.


OFFICE OF HUMAN RESOURCES PROCEDURES
	Notification of Annual Bidding Period
	The OHR will prepare the Human Resources memorandum announcing the annual bidding period which will be held from October 1 through October 31 each year. 

OHR will prepare bid packages for each eligible employee.  These packages will be distributed to each Regional Manager for reporting units under their responsibility.  OHR will provide blank packages for eligible employees not issued a bidding package.
OHR will prepare a worksheet to be used by the reporting unit as a check off list to reflect when the bidding material was given or sent to the employee.  


	Process of Bid Form
	The OHR will notify bidders who are rejected from participation in the Post and Bid process and the reason for the rejection.  This notice will be sent via e-mail to their Office Building Manager and Supervisor requesting the e-mail be printed out and provided to the employee.

The OHR will calculate the seniority scores for all interested bidder and established Post and Bid list for the twelve local Management Unit cities.

An information list of all bidders in alphabetical order will be provided to each Management Unit after the seniority is calculated.  This listing will include the locations, shifts and the seniority scores for each bidder.  This information list will be posted at the job sites until February 28th.  

All bid forms received will be kept on file for 12 months.
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OFFICE OF HUMAN RESOURCES PROCEDURES (Continued)
	Posting of Employment Opportunity Bulletin
	Upon receipt and approval of the Request for Personnel Action (RPA), the Personnel Analyst will:

· have the Employment Opportunity Bulletins (aka JOB) posted to the State Personnel Board’s (SPB) Vacancy Website (VPOS), 

· post the JOB to DGS Outlook Public Folder, 

· e-mail a copy of the JOB to DGS Personnel Liaisons for distribution to the employees’ worksites, and; 

· post a hard copy of the JOB on the bulletin board at 707 Third Street, 7th floor, West Sacramento reception area. 
The SPB posting can be found at http://www.spb.ca.gov/wvpos.
The DGS Outlook Public Folder listing can be found under Public Folders, All Public Folders, DGS-OHR, JOB OPPORTUNITIES.


	List to be Used to Contact Bidders 
	After the RPA is approved by the OHR, the Personnel Analyst will e-mail, to the hiring office, a customized list to be used for the specific RPA.  The existing list for the location will be modified to reflect bidders for the specific work schedule and shift of the RPA and will appear at the top of the list in seniority order.  Bidders who are not to be contacted will be shaded out. 
The hiring office will be provided instruction on how to use the list


	Updating Post and Bid Lists
	The OHR will update the Post and Bid list when they are advised that:
· a bidder is placed in post and bid position.  The employee’s name will be removed from all Post and Bid lists for the bidding year. 

· a bidder declines a firm job offer.  The employee will be removed from that local management unit Post and Bid list for the bidding year.  

· a bidder accepts an appointment to a different classification.  The employee will be removed from all Post and Bid lists for the bidding year.

· a bidder transfers to a different department or separates from DGS.  The employee will be removed from all Post and Bid lists for the bidding year.
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MANAGEMENT PROCEDURES

	Distribution of Bid Form During Annual Bidding Period
	The Office of Human Resources will mail to each Regional Building Manager the material to be distributed to their employees in reporting units under their responsibility.  

Each Management Unit is responsible to provide to their employees a copy of the Human Resources Memorandum announcing the annual bidding period and the bid form.  

Included with the material will be a listing of employees who were sent a bid package.  The listing needs to be noted when the information was provided to the employee and returned to OHR after all bid forms are distributed.

In the event that an employee is off work for an extended period of time, the office should mail the bid package to the employee’s home and request a return receipt as proof of delivery.  This information needs to be noted on the above listing.  

The employees have been instructed that they are responsible to return their bid form to OHR.  


	Filling a Vacant Position
	When a position becomes vacant the office submits a Request for Personnel Action (RPA) along with the Employment Opportunity Bulletin (aka 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 and Bid requirements for Bargaining Unit 15”.  The Personnel Analyst (PA) will review the RPA and assure that all of the proper hiring approvals have been received prior to approving the request to fill the position.  
Once the RPA is approved by the PA, the PA will advertise the position via the Employment Opportunity Bulletin (aka JOB) and e-mail the P&B list to the hiring office. 


	Selection Criteria
	The selection criteria for the recruitment of a R15 employee is as follows:

· Department Restriction of Appointment (DROA) employees have priority over other applicants; then

· State Restriction of Appointment (SROA) or Surplus employees, then

· Post and Bid employees who are on the list for your location, then

· Management has the option to promote a DGS employee from an employment list, if not exercised, then
· Transfers, reinstatements, or appointment from an employment list.


	Contacting Post and Bid Candidates
	Once the Post and Bid list is received, management has the option of contacting multiple bidders based on the bidder’s seniority.  Management only needs to contact bidders who have requested the work day schedule and shift being filled.

The initial contact of candidates will be to find out if the bidder is interested in the position being filled.  If the bidder is interested in the position, the bidder should be advised that you will get back to them after you are ready to fill the position.  See “Checking References” on page 7.
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MANAGEMENT PROCEDURES (Continued)
	Checking References
	Before you make a firm job offer, it is recommended that you check with your assigned Personnel Analyst to verify if the employee has a sustained formal disciplinary action or received an overall substandard performance review within the last 12 months.  The Personnel Analyst will review the bidder’s Official Personnel File and advise the hiring office of any negative material within the prior 12 months.


	Before Making a Firm Job Offer
	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 and Bid Provisions. 

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-

· Management may fill vacancy using any appropriate hiring process (promotion, 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 three (3) work days in which to accept or reject a job offer unless the hiring supervisor agrees to a longer period.  OHR Personnel Operations will coordinate/work closely with the hiring supervisor.


	Making a Firm Job Offer
	After you have completed the reference check and have been advised who is the most senior qualified interested bidder, you must make a firm offer to the most senior interested bidder.  

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

If the bidder declines the firm job offer, you need to advise the bidder that they will be removed from the local bid list for the remainder of the contract year and you need to make a firm job offer to the next most senior bidder.

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


	Return of Post and Bid List
	The Post and Bid list for the RPA must be e-mailed back to the Personnel Analyst and needs to reflect the responses of the contact made to the bidders on the list.  This response will be attached to the Electronic RPA.  Please refer to the instructions provided to you at the time you received the Post and Bid list.  
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DGS - BARGAINING UNIT 15

2003 POST AND BID - REASSIGNMENT/TRANSFER

(SEE PAGES 2 AND 3 FOR ADDITIONAL INFORMATION)

	CURRENT CLASSIFICATION:
	 FORMDROPDOWN 

	POSITION NUMBER:

308-   -    -   

	EMPLOYEE NAME

(PLEASE PRINT):
	FIRST

M.I.

LAST\

      
	OFFICE/BRANCH NAME:

BPM -      


Pursuant to the provisions of Article 15.3.15, 2001-2003 CALIFORNIA STATE EMPLOYEES ASSOCIATION, BARGAINING UNIT 15 MOU, I hereby request that I be considered for a vacant position or shift WITHIN THE DEPARTMENT as referenced below.  

 FORMCHECKBOX 
  I am not interested in Post & Bid.  Complete item 4 only.  Please sign and date form below.

 FORMCHECKBOX 
  I am interested in Post & Bid.  Please complete boxes below and items 1, 2, 3 and 4.

	PRESENT WORK LOCATION (ADDRESS/CITY/ZIP CODE):
	     
	WORK TELEPHONE NUMBER:

(    )     -     

	PRESENT WORK WEEK START AND END DAYS ARE:
	     
	TO:

     
	PRESENT SHIFT HOURS BEGIN AND END:
	      
	TO:

     

	CURRENT SUPERVISOR:
	     
	SUPERVISOR’S TELEPHONE NUMBER:

(    )     -     

	ALTERNATE CONTACT PERSON FOR  POST & BID:
	FIRST

M.I.

LAST

     
	TELEPHONE NUMBER OF ALTERNATE:

(    )     -     

	
	
	
	

	1.
	WORK WEEK:
	 FORMCHECKBOX 
 MON-FRI 
 FORMCHECKBOX 
 TUE-SAT 
 FORMCHECKBOX 
 WED-SUN 
 FORMCHECKBOX 
 THUR-MON
   FORMCHECKBOX 
 FRI-TUE   
 FORMCHECKBOX 
 SAT-WED
 FORMCHECKBOX 
 SUN-THUR
 FORMCHECKBOX 
 ALTERNATE WORK WEEK SCHEDULE (INDICATE WORK DAYS AND HOURS): ______________________________

	
	
	
	

	2.
	 FORMCHECKBOX 

ANY SHIFT
	 FORMCHECKBOX 
 
DAYS  - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 A.M. TO 6:00 P.M.)
	 FORMCHECKBOX 
 
NIGHTS - (DEFINED AS FOUR OR MORE HOURS BETWEEN 6:00 PM AND 6:00 A.M.)


The Local Management Units for DGS are listed below.  I am interested in transferring to the following locations:

	3.
	 FORMCHECKBOX 
 FRESNO
	 FORMCHECKBOX 
 RIVERSIDE/SAN BERNARDINO
	 FORMCHECKBOX 
 SAN JOSE

	
	 FORMCHECKBOX 
 LOS ANGELES/VAN NUYS
	 FORMCHECKBOX 
 SACRAMENTO
	 FORMCHECKBOX 
 SANTA ANA

	
	 FORMCHECKBOX 
 OAKLAND
	 FORMCHECKBOX 
 SAN DIEGO
	 FORMCHECKBOX 
 SANTA ROSA

	
	 FORMCHECKBOX 
 REDDING
	 FORMCHECKBOX 
 SAN FRANCISCO
	 FORMCHECKBOX 
 STOCKTON


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


	DATE:

     


	FOR PERSONNEL USE ONLY

	TENURE/ TIME BASE:
	
	CONTINUOUS CLASS APPOINTMENT DATE:
	
	CLASS SENIORITY (MONTHS):
	

	SSN:

                   -              -
	SENIORITY VERIFIED BY:
	
	DATE VERIFIED:
	

	POST AND BID PERIOD VALID FROM :



01/01/04

THROUGH:         12/31/04


SENIORITY: Seniority is determined by permanent full time status employees with the greatest amount of continuous statewide seniority in class.  In the event of a tie in the seniority scores, the tie shall be broken using (1) total statewide service seniority; (2) department seniority; (3) by lot.

DGS - BARGAINING UNIT 15

POST AND BID-REASSIGNMENT TRANSFER

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 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 with the Department of General Services on or before October 31st of the bidding year.
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 to any statewide local management unit position/assignment in their current classification. Requests must be submitted during the annual 31-calendar day open period, October 1 through October 31. Bids will be effective January 1 through December 31.  Requests shall be kept on file for 12 months, or until an employee is placed under these provisions.
DGS LOCAL MANAGEMENT UNITS: 
	· Fresno
	· San Diego

	· Los Angeles/Van Nuys
	· San Francisco

	· Oakland
	· San Jose

	· Redding
	· Santa Ana

	· Sacramento
	· Santa Rose

	· San Bernardino/ Riverside
	· Stockton


SENIORITY: Seniority is determined by permanent full time status employees with the greatest amount of continuous statewide seniority in class.  In the event of a tie in the seniority scores, the tie shall be broken using (1) total statewide service seniority; (2) department seniority; (3) by lot. 

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 (OHR), in accordance with the Unit 15 MOU provisions will be used to fill vacant positions.  Unless otherwise noted, this must be used by management to fill a vacancy before other hiring options are initiated.  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.  Once this list is available it shall be provided annually, on a computer disk to the CSEA Headquarters, Civil Service Administrator.


- 2 -

SPECIAL CONSIDERATION/EXCLUSION

Promotion – Management has the option to use a civil service list to promote Bargaining Unit 15 employees only after the P&B process has been used.

Mandatory Placement – These P&B provisions do no apply when management chooses to retain a Limited Term or TAU by a permanent appointment or, when a employee must be placed by mandatory reinstatement, promotion in place, change 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 clearly articulated operational reason including client demands.

Requisite Skills and Abilities – Employees placed under the P&B 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; such requests shall not be unreasonably denied.

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 P&B provision do not preclude management from transferring or assigning employees for certifiable security, safety, or clearly articulated operation reasons.  Prior to initiating such action, the Labor Relations Office should be contacted.  

Shift Changes With No Vacancy – P&B 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, 15.4.15 Work Assignment Changes and 19.1 Hours of Work.  Prior to initiating such action, 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 P&B procedures.

New Regional Offices – When new Regional Offices are established, DGS shall advertise and accept applications from employees statewide.  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.
DGS will provide a quarterly report to the CSEA Headquarters, Civil Service Administrator indicating the number of placements by category.

EMPLOYEE PROCEDURES 
Eligible permanent full time Unit 15 employees must submit a DGS Post and Bid Reassignment/Transfer Request form during the annual bidding period.  The annual 31-calendar day open period will be held from October 1 through October 31 each calendar year. The employee must sign and date their bid form between October 1st and October 31st. 
The employee must indicate if they are:

· Not interested in the Post & Bid process, or

· Interested in bidding for positions within their local management unit city or for positions outside of their local management unit city.

If the employee is interested in bidding, the following items must be completed:

Current permanent classification, current position number, employee name, unit name, work address and phone number, current work week (starting and ending days), current work hours (starting end ending hours), current supervisor’s name and phone number, alternate contact person’s name and phone number.  (In the event that the employee is on leave when a position becomes vacant, the request form must also designate an alternate person to contact.)  The contact person must have full authority on behalf of the employee to accept or decline a position.  If there is no contact person or, the contact person is not available or willing to accept or decline the position it shall be considered a waiver and the next most senior person on the list shall be offered the position), identify the work week schedule they are interested in, identify the work hours your are interested in, identify the local management cities you are interested in and sign and date the form.

Bidders will be contacted only for the local management unit, shifts and workweeks they have requested.  Employees may submit several preferences.
IT IS THE EMPLOYEE’S RESPONSIBILITY TO RETURN THEIR BID FORM.  Forms returned by: 

· US Postal Service need to be postmarked on or before October 31, 2003, and sent to Post and Bid, R15, Office of Human Resources 7-130, Personnel Operations, P O Box 989052, West Sacramento, CA 95798-9052, or;
· By hand delivery on or before October 31, 2003, to Office of Human Resources, 707 Third Street, 7th floor reception desk, West Sacramento, CA 95605.

The OHR will provide a copy of the information list of bidders to each Management Unit to be posted at the job sites of the employees.  This list will be posted at the job sites until February 28, 2004.

· This list will be in alphabetical order, with the locations/shifts selected by the employee and seniority score for the employee.  
· Employees should contact their supervisor to resolve discrepancies in seniority scores.
When an employee or alternate contact person is contacted regarding a position, the employee or alternate contact person must indicate if the employee is interested or not interested in the position.

If a firm job offer is made, the employee or alternate contact person must accept or decline the job offer within three (3) work days after the firm job offer is made unless the hiring supervisor agrees to a longer period.  

· If the firm job offer is accepted, the employee will be removed from all Post and Bid lists.

· If the firm job offer is declined, the employee will be removed from the local Post and Bid list for the location of the position being offered.
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OFFICE OF HUMAN RESOURCES PROCEDURES
The OHR will prepare the Human Resources memorandum announcing the annual bidding period which will be held from October 1 through October 31 each year. 

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

The OHR will prepare a worksheet to be used by the reporting unit as a check off list to reflect when the bidding material was given or sent to the employee.  
The OHR will notify bidders who are rejected from participation in the Post and Bid process and the reason for the rejection.  This notice will be sent via e-mail to the employee’s Office Building Manager and Supervisor requesting the e-mail be printed out and provided to the employee.

The OHR will calculate the seniority scores for all interested bidders and establish a Post and Bid list for the twelve local Management Unit cities.

An information list of all bidders in alphabetical order will be provided to each Management Unit after the seniority is calculated.  This listing will include the locations, shifts and the seniority scores for each bidder.  The information list will be posted at the job sites until February 28th.  

All bid forms received will be kept on file for 12 months.
Upon receipt and approval of the Request for Personnel Action (RPA), the Personnel Analyst will:

· have the Employment Opportunity Bulletins (aka JOB) posted to the State Personnel Board’s Vacancy Website (VPOS), 

· post the JOB to DGS Outlook Public Folder, 

· e-mail a copy of the JOB to DGS Personnel Liaisons for distribution to the employees’ worksites and 

· have a hard copy of the JOB posted on the bulletin board at 707 Third Street, 7th floor, West Sacramento reception area. 

The SPB posting can be found at http://www.spb.ca.gov/wvpos
The DGS Outlook Public Folder listing can be found under Public Folder, All Public Folders, DGS-OHR, JOB OPPORTUNITIES
After the Request for Personnel Action (RPA) is approved by the OHR, the Personnel Analyst will e-mail to the hiring office a customized list to be used for the specific RPA.  The existing list for the location will be modified to reflect bidders for the specific work schedule and shift of the RPA and appear at the top of the list in seniority order.  Bidders who are not to be contacted will be shaded out. 

The hiring office will be provided instruction on how to use the list.
The OHR will update the Post and Bid list when they are advised that:

· A bidder is placed in post and bid position.  The employee’s name will be removed from all Post and Bid lists for the bidding year. 

· A bidder declines a firm job offer.  The employee will be removed from that local management unit Post and Bid list for the bidding year.  

· A bidder accepts an appointment to a different classification.  The employee will be removed from all Post and Bid lists for the bidding year.

· A bidder transfers to a different department or separates from DGS.  The employee will be removed from all Post and Bid lists for the bidding year.
MANAGEMENT PROCEDURES

The Office of Human Resources will mail to each Regional Building Manager the material to be distributed to their employees in reporting units under their responsibility.  

Each Management Unit is responsible to provide to their employees a copy of the Human Resources Memorandum announcing the annual bidding period and the bid form.  

Included with the material will be a listing of employees who were sent a bid package.  The listing needs to be documented when the information was provided to the employee and returned to OHR after all bid forms are distributed.

In the event that an employee is off work for an extended period of time, the office should mail the bid package to the employee’s home and request a return receipt as proof of delivery.  This information needs to be noted on the above listing.  

The employees have been instructed that they are responsible to return their bid form to OHR.  
When a position becomes vacant the office submits a Request for Personnel Action (RPA) along with the Employment Opportunity Bulletin (aka 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”.  The Personnel Analyst will review the RPA and assure that all of the proper hiring approvals have been received prior to approving the request to fill the position.  

Once the RPA is approved by the Personnel Analyst, the Personnel Analyst will advertise the position via the Employment Opportunity Bulletin (aka JOB) and e-mail the P&B list to the hiring office.
The selection criteria for the recruitment of a R15 employee is as follows:

· Department Restriction of Appointment (DROA) employees have priority over other applicants; then

· State Restriction of Appointment (SROA) or Surplus employees, then

· Post and Bid who are on the list for your location, then

· Management has the option to promote a DGS employee from an employment list, if not exercised, then

· Transfers, reinstatements, or appointment from an employment list.
Once the P&B list is received, management has the option of contacting multiple bidders base on the bidder’s seniority.  Management only needs to contact bidders who have requested the work day schedule and shift being filled.

The initial contact of candidates will be to find out if the bidder is interested in the position being filled.  If the bidder is interested in the position, the bidder should be advised that you will get back to them after you are ready to fill the position.  
Before you make a firm job offer, it is recommended that you check with your assigned Personnel Analyst to verify if the employee has a sustained formal disciplinary action or received an overall substandard performance review within the last 12 months.  The Personnel Analyst will review the bidder’s Official Personnel file and advise the hiring office of any negative material within the prior 12 months.
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. 
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MANAGEMENT PROCEDURES (Continued)
· 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-

· Management may fill vacancy using any appropriate hiring process (promotion, 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 to a longer period.  OHR Personnel Operations will coordinate/work closely with hiring supervisor.
After you have completed the reference check and have been advised who is the most senior qualified interested bidder, you must make a firm offer to the most senior interested bidder.  

If the bidder declines the firm job offer, you need to advise the bidder that they will be removed from the local bid list for the remainder of the contract year and you need to make a firm job offer to the next most senior bidder.

Once a position is filled management shall post, in the local management unit, the name of the individual selected.
The Post and Bid list for the RPA must be e-mailed back to the Personnel Analyst and needs to reflect the responses of the contact made to the bidders on the list.  This response will be attached to the Electronic RPA.  Please refer to the instructions provide to you at the time you received the Post & Bid list.  

