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122.0

Temporary Authorization Utilization (TAU) Appointment
	Policy
	It is the policy of the DGS that the use of temporary authorization utilization (TAU) appointments shall be considered ONLY AFTER all other options have been exhausted. TAU’s must be approved in advance of appointment. Options include:

· Lateral transfers (from same class)

· Transfers (from different class)

· Training and development (T&D) assignments

· Out-of-class assignments

· Reinstatements

· Use of another department’s list for the same or similar classification as an appropriate list

· Use of a LEAP (Limited Examination Appointment Program) list, if one exists for the classification
· Transfer a candidate’s eligibility from another department’s list to DGS’ list

· Retired annuitant

· LEAP list, if available

Consistent with State Personnel Board (SPB) rule, the DGS will not abolish eligible lists to make TAU hires.  The DGS will exhaust all other options before authorizing a TAU; TAUs shall not be used for servicewide classifications UNLESS prior approval has been obtained from the State Personnel Board by the Selections Unit.


	Promotional TAU
	DGS’ delegation from SPB stipulates that we must follow specific guidelines when approving promotional TAU appointments:

· To prevent pre-selection and/or providing an unfair advantage to one employee over another, promotional TAUs are rarely approved.

· Promotional TAU appointments shall only be approved when it has been demonstrated that there is an urgent need for the appointment.

Consideration must be given to out-of-class assignments allowed through the bargaining unit contract and/or the feasibility of rotating staff on an acting basis into the position until the examination can be completed.


	Temporary appointment
	A temporary appointment may be made to a position for which there is no employment list.  No person may serve in one or more positions under temporary appointment longer than 9 months in 12 consecutive months.


 Continued on next page
122.1

Temporary Authorization Utilization (TAU) Appointment, Continued

	Temporary appointment (continued)
	A temporary employee such as a Seasonal Clerk is allowed to work a total of 9 months in a 12 consecutive month period.  The approved time begins at the point of appointment, not on a calendar year basis.  The 9-month period may be computed on a month by month calendar basis or on an actual time worked (ATW) basis.  ATW is defined as 194 days in 12 consecutive months.  Student Assistants have been approved to work on an ATW basis up to a maximum of 1500 hours in a 12 consecutive month period regardless of the number of days they have worked.  Typically, the ATW method of counting time is used in order to continue the employment status of an employee while attending school or for seasonal type work.

Temporary employees whose time is accumulated by working 9 months out of a 12 consecutive month period cannot exceed the 1500 hour limitation, regardless if the employee changes temporary classification (i.e., seasonal clerk to student assistant or vice versa).  This also applies if the employee changes departments during the 12 consecutive month period.  In addition, a temporary employee who works in two temporary classifications within the calendar year cannot exceed the 1500 hour limitation.  Temporary employees holding multiple TAU positions must combine all time towards the 1500 limitation during the 12-month period.


Continued on next page

122.2

Temporary Authorization Utilization (TAU) Appointment, Continued

	Procedures
	The following steps/actions are to be followed for TAU recruitment/appointment.

Step

Action

1

The Personnel Liaison (PL) sends Request for Personnel Action (RPA) to Classification & Pay (C&P) Analyst. 
2

C&P Analyst

· Reviews RPA for appropriate allocation and content

· Starts/completes the top two sections of the TAU checklist (attached) depending on results of recruitment (ensure the cert list has been ordered and contacts go out and cleared
· Ensure all other recruitment options have been fully explored before TAU consideration)
· The PL should use the TAU checklist (see attached) to track the  recruitment effort and compare the results with C&P Analyst
· Discusses results included  on TAU checklist with the PL

· Takes TAU checklist to Selections Manager for review and conditional approval/denial
If

Then

Conditionally approved

Selections Unit returns checklist signed, and C&P Analyst:

· releases JOB with TAU language (hard to recruit classes will include TAU language in the selection criteria on all initial posting of JOB)

· emails PL and hiring supervisor “TAU Authorization”
Denied

Another alternative method of appointment is available; C&P Analyst will discuss options with PL

3

If conditionally approved, the C&P Analyst forwards RPA to the Cert Unit to:

· Request certification list identified on RPA via e-mail (e-mail indicating TAU only--no list available or cleared the list due to no interested candidates)
· Sends RPA to Cert Unit for annotation (Cert Specialist will return RPA after processing cert information)
Note:  List clearance criteria must be met before a TAU can be considered.












Continued on next page

122.3

Temporary Authorization Utilization (TAU) Appointment, Continued

	Procedures (continued)
	Step

Action

4

After the final file date, the PL forwards a copy of the TAU applications to the C&P Analyst for preliminary review (retaining the original for hiring interviews), and:

· writes RPA number on each application

· sends email with names of all TAU applicants
5

The C&P Analyst (2 working days turnaround):

a. Reviews applications by:

· Checking for employment history (PIMS), if possible
· Checking SPB QN screen to ensure applicant is not on a list

· Identify potential promotional TAU's

b.  Completes Step 1 of the TAU 215 Worksheet (attached) (alphabetize by last name)

c.
Forwards (hand delivers)TAU 215 Worksheet with applications to Selection Manager for MQ review and assignment to Selection Analyst
6

The Selection Analyst (2 working days turnaround for up to 20 applications per TAU 215 worksheet):

a. Reviews applications to make sure applicants meet the minimum qualifications for entrance into the examination

b. Annotates the TAU 215 Worksheet 

c. Returns annotated TAU 215 Worksheet to C&P Analyst 

d. Retains applications awaiting the return of the completed TAU 215
7

The C&P Analyst:

a. Sends email to Program with the results of the MQ review identifying which applicants meet MQ’s (programs will not be provided a copy of the TAU 215 as it is confidential information). 

b. Reminds the office that only those applicants who meet the MQ’s can be interviewed

8

The Program:

a. Interviews qualified applicants

b. Sends email to C&P Analyst with the name of the chosen applicant, the classification title, the RPA number and the proposed effective date 




 Continued on next page

122.4

Temporary Authorization Utilization (TAU) Appointment, Continued

	Procedures (continued)
	Step

Action

9

The C&P Analyst:

· Completes Step 2 of the TAU 215 Worksheet with chosen incumbent details 

I. If the candidate is a DGS employee or transferred from another Department into the TAU, the assignment would be a Promo TAU Type

II. If the candidate is a first time State employee, the assignment would be an Open TAU Type

· Scans TAU 215 and attaches to RPA 

Note:  Another option to attach documentation to RPA —annotate electronic TAU 215 Worksheet with comments from the Selection Analyst and attach electronic copy to RPA, the checklist may also be completed electronically and attached as long as the signed original is maintained in the subject file

10

C&P Analyst forwards RPA to Personnel Specialist for processing appointment

11

C&P Analyst sends TAU 215 to Selections Unit Manager within 2 days of processing RPA via email
12

C&P Analyst puts TAU 215 and checklist copies into Subject file 




	Special notes
	1. If TAU appointee will not be retained, termination MUST be made within
          60  days of the list date OR prior to the appointment expiration date, 

          whichever comes first.  The PL will contact the C&P Analyst regarding 

          appropriate steps to take.
2. If TAU appointee is successful in the examination process and in a 

reachable rank and the expiration date has passed, the candidate MUST be appointed.  If the Program did not wish to retain the TAU but failed to take the proper termination action, the candidate is now on probation and the Program must work with the Constructive Intervention Unit (CIU) Analyst to resolve performance issues, including rejection on probation, if necessary.


Continued on next page
125.5
Temporary Authorization Utilization (TAU) Appointment, Continued
	Special notes (continued)
	3. C&P will run the TAU/T&D report the first of each month.  The analysts will review the report for accuracy; note any change; and make sure changes occur.  When the review is complete, C&P will forward a copy to the Selections managers.

4. TAU appointments cannot be extended beyond the nine months (1500 hours, which includes all overtime).

5. C&P Analyst completes RPA using Actual Time Worked (ATW) instead of 9 months, so that PL and PT Specialist can keep track of the accumulated hours ensuring appointment is terminated at 1500 hours.


	Benefits received
	Employees appointed as a TAU with no prior State service receive the following benefits.

Health

If the job will last at least six months and one day, and is at least half-time or more.

Dental

Employees whose positions are classified as TAU appointments, who are appointed to a position of six months or more and at a time base of half time or more.

Cash Option

If the employee is covered by a spouse’s employment and if the TAU appointment becomes permanent, the employee may select cash option for one or both of the benefits above and receive taxable cash in the paycheck.

Vacation

Vacation begins accruing with the first full pay period; however, cannot be used until six months of employment have been completed.

Sick Leave

Sick leave begins accruing with the first full pay period and may be used the following pay period.
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125.6
Temporary Authorization Utilization (TAU) Appointment, Continued
	Benefits receivedAttachments
	TAU Checklist, TAU 215
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