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Mr. Speaker:
The Commitcee on STATE AFFAIRS has had CSSB 198 jy7.

eAn Act relating to the hiring of non-permanent employees in the state
personnel system; eff. date. ™

under consideration and (a majority of the committee) (the committee)
reports 1t back with the following rec. imendatlons:

[ 1 do pass [ 1 do not pass
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THE FOLLOWING DOCUHENT(S) MAY NOT FILM
LEGIBLY BECAUSE OF POOR QUALITY OF THE
ORIGINAL.



£avision of Personnel

January 21,

Tne honorable Cleo V. TUI ion
President

Alas&a SuaUi Senate

Juneau, Alaska 95U11

ucar fir. Prfcsloeot:

Pursuant to the provisions of Alaska Statute 39.25.2S5('i) the
Director of Personnel shall present a report on nonpcrrarient and
«®argensy hire practices 1n state government to the legislature ulthin
the first lo days of each regular legislative session.

I aa herewith respectfully presenting said report.
because the blue Siboon Coaalsslcn On The State Personnel Act was
instrrntal In Lie development of Jils legislation | {*ave transmitted a

copy of tne report to Senator D111 Hay.

Sincerely,

Lruce A. Cmcrlngs
Director

UC/Kk
cc: Senator Dili Say



THE PRECFDING DOCUMENT(S) MAY NOT FILM
LEGIBLY BECAUSE OF POOR QUALITY OF THE
ORIGINAL.



PURPOSE:

NONPERMANENT EMPLOYMENT
FIRST ANNUAL REPORT
January 1, 1980

The purpose of this report *s to be in compliance with AS 39.25.195
67 SLA 1979). That statute in pertinent part requires:

The director shall present a report on non-
permanent and emerge cy hire practices 1n
state government to the legislature within
the first 10 days of each regular legisla—
tive session. ... The report shall include
information on the number of nonpermanent
employees authorized under this section

and the number of emergency employees

hired in each department, a description

of the procedures used 1n authorizing the
hiring of nonpermenent employees, and any
recommendations for legislation required to
Implement the Intent of this section. (AS
39.25.195(h))

The statute became effective January 1, 1980. 8ecause the effective
date 1s so recent, this Initial report nust be limited 1n information.

It

is

activity for calendar year 1980. A consistent reporting period 1s
therefore being established for future reports.

(Ch.

Intended uhat the second report, due Jar.uary 1981, will cover all



As of December 31, 1979, two nonpermanent positions had been authorized
for filling 1n January; a Graduate Intern | with the Deparment of Law
and a Park Planner 11 with the Department of Natural Resources. Formal
Intent to establish an additional 183 nonpermanent positions had been
received. However, because the required certifications had not been
completed by employing agencies none of the positions had yet been
authorized by the Director.

As of December 15, 1979, there were 425 temporary employees on the
payrolls of those agencies affected by AS 39.25.195-200,

Summary data by department on temporary employees 1s presented on
Page 6.



A Description of Procedures Uses In Authorizing The Hiring of Nonpermanent
Employees.

Preliminary work on developing procedures to implement the law was begun
1n August, 1379. In early September an 1 _.eragency committee was formed
to complete the procedures. The committee was composed of representatives
from the Division of Personnel and Labor Relations and the Departments

of Flsh and Game, Public Safety, Transportation and Public Facilities,
Community and Regional Affairs, Labor, Health and Social Services, and
Law. The combined agencies had in the past made approximately 705 of

all temporary appointments.

The procedures provide for:

)] a uniform method that the head of the
department may designate other persons to
make the required certifications,

2) a means fc - the agencies to notify the
Director of Personnel on planned nonpermanent

positions,

3) a uniform method o" certifying funds and
needs for nonpermanent positions consistent
with AS 39.25.195,

4) guidelines for certifying the circumstances
for each emergency appointment,

5) Waiver of the eligible 11st for Comprehensive
Employment And Training Act (C.E.T.A.) employees.

A primary objective of the comm ttee was to seek compliance with the law

by modifying existing procedures whenever possible rather than establishing
totally new unfamiliar procedures. To the extent possible that objective
has been realized.

The procedures were distributed December 21, 1979, and aie an addendum
to this report.



The Number of Emi

Because of the time frsme of this report there have not been any emergency
appointments under the new law. A method of reporting emergency appointments
has been e tablished within the procedures implementing AS 39.25.195-

200, so that emergency appointments made during and after January 1980
will be reported.
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DEPARTMENT . >
ADMINISTRATION 674 65 9.6 37 7
LAW 208 16 1.7 1 4
REVENUE 314 55 17.5 19 3
EDUCATION 353 45 12.7 31 31
HEALTH & SOCIAI

SERVICES 1879 206 11.0 51 22
LABOR 737 165 22.4 49 48
COMMVERCE & ECONO-

MIC DEVELOPMENT 297 26 8.8 6 -0-
MILITARY AFFAIRS 101 '6 15.8 4 2
NATURAL RESOURCES 789 2*9 31.6 26 1
FISH & GAVE 720 147 20.4 93 53
PUBLIC SAFETY 005 89 111 10 -0-
ENVIRONMENTAL CON-

SERVATION 135 26 19.3 4 1
COMMUNITY & REGIONAL

AFFAIRS 154 32 20.8 22 13
TRANSPORTATION 2873 838 29.2 62 -0-
TOTAL 10,035 1,975 19.7 425 185

Because AS 39.25.195-200 1n most part excludes tho Office of the Governor, that
agency has not Leen Included.

(1) Permanent classified and partially "xempt positions as of December 15, 1979.

(2) Of the positions recorded 1n Column 1 the number vacant. Includes
seasonal positions where the employee was on seasonal leave.

(3) Column 2 expressed as percentage of Column 1.
(4) The number of temoorary employees as of December 31, 1979.

(5) The number of nonpermanent positions Intended and authorized as of
December 31, 1979.



Every effort has been made to implement the law consistent with the
intent. It must be recognized that the law only recently became ef—
fective (January 1, 1980). Therefore, there has bee: no actual ex—
perience in administering this statute. For this reason there are no
recommendations for additional legislation at this time. As adminis—
trative experience is obtained some unanticipated difficulties are
likely. Specific recommendations will be made when legislation is the
appropriate solution.



r~ i DATE.
1 All Personnel Officers December 21, 1979

FILE NO,

to.

TELEPHONE NO

SUGIEC., Procedures;
Nonpermanent Employees

Division of Personnel & Labor Relations
Department c; Administration

With this memorandum 1 am transmitting the initial procedures to
Implement AS 39.25.195-200 (Chapter 67, SLA 1979) which becomes effective

January 1, 1980.

These procedures and the new forms being established were developed
by a committee of department personnel officers along with this Division.
A cross section of all departments were represented. Although all major
questions that we could anticipate have been addressed, we realize that
after 20 years of developed practices with "temporary" employees some
offices will have greater adjustments than others to be in compliance
with the law. Please bear in mind, 1t is the stated intent of the
legislature to curb those administrative practices which surrounded

temporary employment in the past.

Please address any suggestions or recommendations for improvement
~on these procedures to Ken Kareen, Deputy Director of this Division. We
wjll have a folrow-up meeting with the committee and with all departmental
pe. sonnel officers to seek iImprovements based on the experiences gathered

by working with these procedures

SW/aiw



NONPERMANENT APPOINTMENT

PROCEDURES

There ere five types of nonpermanent appointments. They are: 1) emergency,
2) substitute, 3) program, 4) project, and 5) normal.

All nonpermanent appointments, except emergency, require that a position be
established prior to the appointment.

All nonpermanent appointmen.s, except emergency require written approval prior
to the appointment from the Director of Personnel and Labor Relations.

Because the procedures for emergency appointments differ from the procedures
for other nonpermanent appointments, they are addressed separately in Section

Other types of nonpermanent appointments are addressed in the normal sequence
of actions which are:

A Identification of Need for Nonpermanent Employee

B - Certification of Conditions and Funds

C - Position Approval

D - Selection of Employee

E - Appointment

F - Follow Up on Time Restrictions

A. IDENTIFICATION OF NEED FOR NONPERMANENT EMPLOYEE
Normal, Program, and Proje.: *.opolntments
Two and one-half months prior to the anticipated month of hire the hiring
department must submit a completed "Nonpermanent Employee Need ldentifi—
cation" card (02-256) to the Division of Personnel and Labor Relations.
IT a nonpermanent position has already been established and is available
for filling, the department does not need tn submit a new card.

Illustration Il shows the reporting time frame.

Aopendlx C 1is a sample of the form including the instructions for com—
pleting it.

-1- 12179



TYPE OF NONPERMANENT

EMERGENCY: Appointment made under

conditions requiring 1iimicdiatc ac—
tion to carry on work required in

the public interest; appointments
limited to 30 days.

PROGiuvrt. Appointments to nonperma—
nent positions created primarily to
help the employee; appointment lim—
ited to duration of the program.

PROJECT: Appointments to complete
specific work which 1is not a reg—
ular and continuing function of
the department, but which requires
more than 120 days to complete;
appointments limited to duration
of project.

NORMAL: Appointment to canplete a
given work e r.lgnmcnt which does
not exceed 1/0 calenda Fays in

a 12 month period; an employee

may not work more than 120 calendar
days in a 12 month period in one
department.

SUBSTITUTE: A nonpermanent appoint—
ment to a position which is tempor—
arily vacated by a permanent employ—
ee on leave. Appointment limited to
duration of the Incumbent®s leave or
an earlier date specified by the
department.

1. lilt FORM IS NOT REQUIRED. CtRTIFICAIION

2. PARIIALLY COMPLETED CARD REQUIRED.

rORMS RFQUIRED

I1) CARD- CERT ITICAIIONS
(02-256) (02 '230)

NO NO 1
\
YES YES
YES YES
YES YES
YES 2 NO

STATUS
COUE

NG

NJ

*T

NCRMAL APPOINT-
MENTS FROM

DISPATCII/ENGIBLI
LIST

DISPATCII/ELIGIBLI
LIST

DISPATCII/ELIGIBLI
LIST

DISPATCII/ELIGIBLI
LIST

IN FORM OF LETTER OR MEMORANDUM IS REQUIRED.

DURATION OF
APPOINTMENT

9

UP TO 30 DAYS

DURATION OF PROGRAM

DURATION OF PROJECT

UP TO 120 DAYS

DURATION PER PRIOR
LIMIT OF OLPAR! TINT OR
RETURN OF PERMANENT
EMPLOYEE



Planned
Appointment

January
February
March

April
May
June

July
August
September

October
November
December

* If the listed date
indicated shall

Need

is a Saturday,
be considered appropriate.

Due

October 15

November 15
December 15

.January 15
February 15
March 15

April 15
May 15
June 15

July 15
August 15

September 15

Sunday,

ILLUSTRATION

Identification*

Certifications*

Due

November 5
December 5
January 5

February 5
March 5
April 5

May 5
Ji le 5
July 5

August 5
September 5
October 5

Expect*
Approval

December 1
January 1
February 1

March 1
April 1
May 1

June 1
July 1
August 1

September 1
October 1
November 1

or holiday then the first working day following the date



Ncnosmanent Substitute Appointments

To request authority to make a nonpermanent substitute appointment, the
hiring department must submit a partially completed "Nonpermanent

Er.plovee Need Ildentification”" card alono with a "Request for Certification"
(02-254).

Those portions of the "Nonpermanent Employee Need Identification™ card
which must be completed are:

1. (a) Department
(b) Division
(d) Geographical Code
(e) Beginning Date

2. (b) Ending Date
Comments:

Identify the position control number being filled on a sub—
stitute basis and state if the incumbent of record 1s on
medical, personal, or annual leave. If the incumbent 1is on
some other type of leave, specify the type.

5. Signature of individual Tfiling this report.

7. (aT Date of the report.

"he form "Request for Nonpermanent Position and/or Autnorlty to Appoint
Nonpermanent Employee™ (02-230) 1is not required for substitute appointments.

CERTIFICATION OF CONDITIONS AND FUNDS

The form titled "Request for Nonpermanent Position and"or Autnority to
Appoint Nonpermanent Employee" constitutes certification by tne employing
acency that funds are availaole for the requested position, and that con—
ditions exist 1n the agency which justify the appointment of a nonpermanent
employee 1n accordance with AS 39.25.195-200.

Sections "A,"™ "6," "C," and "D" of the form should be completed by the
hiring department. Sections "B" and "C" on this form must be signed by
the Commissioner of the Department or a ;®rson designated by the
Commissioner as a certifying officer in accordance with AS 39.25.200(1).

If a "Nonpermanent Employee Need Ildentification™ form has not been
previously submitted, the department must submit a completed card
along with the request. If one has been previously submitted, only
the request form 1s required.

This form is to be completed in duplicate. The hiring departme®e must

send the form w"th original signatures to the 0lrector of Personnel and
Labor Relations. The Department Personnel Officer should retain a copy
of the forms.



POSITION APPROVAL

The Director of Personnel and Labor Relations will indicate approval of
the position requested and authority to procede with an appointment in
"Section E- Approval" of the request form.

Before proceeding with tie appointment, the hiring department should
note if the approval is "as requested” or "with qualifications as
stated."

If the request 1s for a nonpermanent substitute appointment, the
authority for the department to make an appointment will be issued
by "Section B- Certification or Authorization"” of the "Request for

Certification."
%
SELECTION OF EMPLOYEE

The selection of an employee to fill the position by union dispatch or
from the appropriate eligible list must be consistent with bargaining
agreements and the Personnel Rules. The normal process shall be the same
as filling a permanent position of the same job class.

In some instances another procedure for selecting an employee may be
authorized. When another procedure is authorized, the approval

will indicate "with qualification®”as stated” and Instructions shall

be detatted in the comments portion of the approval section. (Section E
of "Request for Nonpermanent Position and/or Authority to Appoint

cnperma ient Employee.)

If there are any questions about the instructions the Department
Personnel Officer must obtain clarification from the Division of
Personnel and Labor Relations before proceeding.

APPOINTMENT

The appor jnent of a nonpermanent employee shall follow established
department procedures except that the nonpermanent employee may not
be placed on the state payroll unless the Director of Personnel and
Labor Relations has approved the personnel action for the employee's
appointment. Therefore, after the Personnel Action (02-023) has
been completed, signed and 1s ready for payroll, the department
must send the central payroll copy and central personnel copy dir—
ectly to the Director of Personnel and Labor Relations.

Those actions approved by the Director will be forwarded to central
payroll. Actions not approved by the Director will be returned to
the originating agency.

FOLLOW UP ON TIME RESTRICTIONS

A1l nonpermanent employees are time restricted. The normal restriction
is 120 days in a 12-month period. Project and program employees are

12/79



limited by the duration of the specified program or project. Substitute
appointments are restricted by the department®s identified ending date
or the return of the permanent employee, whichever occurs first.

It is the employing department®s responsibility to monitor all non-—
permanent appointments and originate timely separating personnel
actions on or before the employment authority has expired

EMERGENCY APPOINTMENTS

Emergency appointments do not require prior approval, eligible list
certification or dispatch. However, use of these procedures 1s not

precluded.
An emergency employee 1s:

"....an employee appointed for a period not to exceed 30
calendar days, whose appointment was made under conditions
requiring immediate action to carry on work that isre—
quired in the public Interest.” AS 79.25.200(3)

Within 15 working days following an emergency appointment, the employing
department shall certify the reasons for the appointment to theDirector
of Personnel and Labor Relations. There is not a prescribedform for
tnis purpose. The certification shall be in the format of a letter

or memorandum and must address the following subjects:

1. The reasons for appointing an emergency employee, including
description of the wr”k requiring continuance in the public
Interest and the location of the work.

2. What alternative actions to the appointment were considered
or taken, such as:

a) reassignment of other employees
b) authorized overtime
c) request for assistance from other government agencies
3. The name of the emergency employees appointed.
f,. The statement: "I hereby certify that the reported facts and

statements are correct and that the emergency appointment is
justified in accordance with AS 39.25.195 and AS 39.25.200(3).

Uate Signature of Certifying Officer

This report must be certified by the Commissio. r or person designated
by the Cot.missloner under AS 39.25.200(1) to certify nonpermanent
actions and must be received by the Director of Personnel and Labor
Relations within 15 working days of the appointment.

12/73 »6-



STATE: OF ALASKA
CERTIFYING OFFICER®"S AFFIDAVIT

AS ?9.25.195-20C

I hereby designate to certify
documents in accordance with AS 39.25.200(1).

This desijnation is for a period of twelve months beginning from the
date of the Department Head"s signature. The designation is automati—
cally ended at the time that the employee designated separates from
employment with this department. This designation is subject to being
revc.ed at any time by the Department Head notifying the Director of
Personnel and Labor Relations in writing of such revocation.

DEARIVENT JONATLRE o? PARTNET hT®)

i nave read and" understand AS 39.25. 195 - AS 39.25.200. The use of my
signature stamp in exercising this designation shall De the same as if |
personally sign the document and does not in any way diminish my responsi—
bility.

Signature

Date

Distribution:

Director of Personnel & Labor Relations*
Director of Finance

Employing Agency*

Employee Concerned

* Must have original signatures.

12/79
1271 (10/79)



T
° Eﬂll Personnel Officers date September 19, 1979

FILENO:
TELEPHONE NO

?ao7”anara Withers, Director SUBJECT Nonpermanent Employee

Division of Personnel & Need Identification
Labor Relations January-March 1980

Department of Administration

The enclosed forms are for your use in planning for nonpermanent
positions needed during the first quarter of 1980. The requested information
will be used to identify recruitment needs and to develop the procedures
necessary to assure compliance with Chapter 67, SLA 1979.

Please ask those in your department responsible for projecting
employment needs to complete one forr, for each nonpermanent appointment
you plan to make during the period January 1, through March. 31, 1980.
You will be asked to project your needs for the second quarter later.

The completed forms must be submitted to the Division of Personnel
and Labor Relations by close of business October 3, 1979.

SW/ja

12/79 o8 <=



DIVISION Or PERSONNEL & LABOR RELATI
NONPERM-:*ENT EMPLOYEE NEED IDE

o ) ) d) )
*
"ot Y 0w Y Chii Coo G#o. Coot CoMe Ty e Yaar
«0t. v, >t Coo 0. Co0 e. Braining )bvitt
at 01
jmo** . . " Dor Y#8r
J ' Ending [P»){» il
[ 1L . .
Swopfeiiof 1 L*tl rirtr J sl
* * . " 1
zun TiUa Ot Nonpstm*n#at POSItiON
L 1
COMMENTS O'rtnonne. a ,*00> ntm.oflt

Vitft.vC

mnjtuft ot insx'Oyll riling Till Avport Atporito

A Dl 01 iocm Svcuntv Numoti
[Otnnf.clt'oh

D2 A [T9] et -§3]-5.195-207,
IKSTRITTJOKS

This fora it a planning *00) lo be used in identifying future needs

for nonperaanent employees.” Il Is no; « forral request” for hire.  This
|n{o_rmaP|on will aﬂ](?wythe Division of Personnel ?qh%er elations to

anticipate /our neees end direct its recruitment efforts accordingly.

, Pleese complete + separate fora for eech nonPeraanent E)osition _
fOIlQWIn% the Instryctions below.  Use the space for coravents to provide
additional information or explanation.

tine 1. a) Department code o o
b Dl\{llsg)n code fgr the division the nonperaanent position
will be assigned to. . o
¢) Class code. “Rost will have four d|_?|ts, but son* classes
‘alavdt |t|rgr§e than one eligible list will have a letter in
d) GeoPtri%%hm code for the location of the nonperaanent

0S
e B inning date. That date the nonperaanent employee
) Wel? report tIor worl%. P Py

line Z, a) Social security number of person who will be assigned to
supervise the nonpermanent employee,
b) Ending date. Vhen will the work of the nonperaanent

employee be completed?
yne 2. Kane of the supervisor of the nonperaanent employee.
line < Include the complete class title from the classification outline.

IW S: location of nonperagnent Position. If there is rare than
one location, explain in the comments section.

line 6: Signature of the person who by filing this repart verifies
the probable need for this nonperaarient position.

USLI: 1 Date pf report

b) Social security number of person filing the report.

12/79
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STS:

STATUS COUtS

Indicates an Intended position.

Indicates an authorized position.

Indicates a position that has been

filled and the work has been completed.

Indicates a position for which the
authorization or the Intended dates

have passed.

TYPE

Indicates

Indicates

Indicates

Indicates

program
project
normal

emergency

i Yomm

n virxn



INSTRUCTIONS
Section A - ldentification

i) Fill in the six character identification establisned for the position.
or

If rc. prior identification has been assigned complete a "Nonpermanent
Employee Need Identification”™ card. Attach this card to the form and
check () the box indicating that it is attached.

2) Job Class: Indicate the class title of the position being requested.

3) Indicate if the position being requested is "normal™ or "program" or
"project." If the request is for a project position, statement 4 of
Section C must be certified. |If the request is for a program position,
statement 5 of Section C must be certified. The distinction between
program and project exists in the purpose of the employment. If the
employment is to assist the individual emp Byed sucn as CETA, student
interns, and apprentices, the position 1is a program position and the
employee must be appointed as such. If an additional position is being
requested to complete a specific work project wnich is not a regular and
contlnul g function of tne department or agency, out will exceed 120
cays, tne position is a project position and tne employee must oe ap—
pointed as sucn.

4) Indicate if tne position will be fil_.lec from a ce-tiflcation of eligibles
or union dispatch or oy other means consistent with AS 39.25.195-200 and
tne applicable collective bargaining agreement. If "other™ is Indicated
sufficient explanation must be given.

Section S - Funds Certified

“fis section must be signed by the Commissioner cf the department or by a
person designated by tne Com* ssloner as a Certifying Officer 1n accordance

with AS 39.25.200 (1).

Section C - Reason Certified

The reason or reasons for the nonpermanent employee ere Indicated In this
section. Not less than one of the five Indicated reasons must be certified by
tnt Conrr.lssloner or his designee per AS 39.25.200 (1). |If more than one
statement 1s appropriate each statement that is a cor-ect description of the
circumstances should oe signed.

1/



authority to appoint nonpermanent employee

SECTION A . IDENTIFICATION

1
) Nonoarmtnant
: OR d 0*n0»>ecioc eara (02 236l «
-3fc:.sr. Zsnrei Su-ne*.

l:jos Cass

3, Tri» rtqutst « tor a nonparmantnt pcsmonu maaik:

Normel (120 cay IPPL) Program Protact
o . o _ _
Iass'svtc aspcst.crant i pa mac rom | Eigipta ua: Carttftcaoon | | Umon baaitecn | ! Omar
SECTION B - FUNDS CERTIFIED ISECTION 0 - EXPLANATION
Wosry tnat WUl mon»r ite him tartitt tnclptiM duration at tnu ippatntmtnt 1) REASON FOR REQUEST
ct Carstymp Ofloar Qam

SECTION C - REASON CERTIFIED

SION WHICHEVER OPTION APPUES TO YOUR SITUATION

1)1 carWy mat tna ngataturanu aoproonatad monay e+ tna Ig)oaieoo prwgoa-
as utoatg matad to oa artormac? a nonpannanant t-nptoyaa Tha So-
pTppnaaon"cooa anc Duogat paga rafdrance a ettaO m Sacsort 0.

*J'-Rn W Carwymg Offar Data

1
2 |caretX mfltmart« an immao<ata naac to M an autnoruac. garmanz?nt Q-
son anc 1 « moracscal o attamlan ma b)vetltlon or_to mana crritcafton
mIm araasonaoa ema TSa aumonry. powson ana ©reumaunctii/i ax-
1 Pianoe nMOP « Sacson 0
STV 1ot >TVN | one** Bm
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SECTION D ;i) Reason for Request - Continued

SECTION 0 '3 Description of Dunes « Continues



It is not necessary that sections B and C be signed by the same person.
The person certifying Section C is also certifying the correctness of the

explanations contained in Section D.
Section D - Explanation

This section is for detailed explanation of: 1) the reason
2) identification of the funding source by sufficient codes
Division cf Budget and Management can identify the source of
additional information and 3) sufficient explanation of the

for the request
so that the

the funds without
duties assigned

to this position so that proper class allocation can be verified.

-15-
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Section A To:Department of Adminivr n Division of Personnel & Labor Relations

Gate Oeoertment
January 15, 1980 Fish and Game
Poa.tion Tif.e Clata Coat Position Control Number
Fish Culrurisr 11 6124 11 B 016
Location of Position Location Cooa
Tuikd Lacocn CYO
Emoiovee Replaces Date of Saoaration
n/a n/a

Date of Classification Action
Authorized 01/4/80

HOURS OF WORK

(0 Full Tima 0 Part Tim#

KINO OF POSITION

0 Permanent o JocxatsckK Nor Permanent o s#a»onai

eligible lists

Q Doan Competitive O Departmental O interoeoartmental

SPECIAL REOUESTS

0  Subfill wttn iob claw O , Examining Option

Personnel Officer
Signature Of Aopomtmg Authority Tltia

Section B. Certification or Authorization _
Data To: Requesting Department

The following Certification k neraav itaueo to your reouett:

0 Complete Certification 0 Agency Lev Off Lilt
i_J Incompl#t* Certification (May be oecimeo par RULE S 03.5I 0 oOther
ATTACHED MFFSTEF J FOR 1. 1 CONSTITUTES THE CERTIFICATION

"C* ELIOIBLES TO Fiuu THIS POSITION.

ATTACHED MASTERS |I__ .i FOR 1. .) AND I. ].
FOR | _ , L CONSTITUTE The CERTIFICATION of ELIGIE.SS TC *ill OR SuSFill this

POSI-ICN RESPECTIVELY.

ATTACHED MASTERS |__ ,! FOR 1. L ANO |I.. ,].
FOR ' __ . CONSTITUTE THE certification OF ELIGIB.ES TC «'LL this pOSi ION

"HE ELIGIBLE 1ist FOR (.  ______ HAS BEEN AUGMENTED FROM ThE ELIOIBIE . r*1FO" t

ANV appointment Should S| MADE to TnE CLASS OF |
The fpnowing AwfHOtuet'OR ii haraov tuao m raaponte to vOu> raouatt

0 Prcrinonai Abbb'ntment [If no (election net oeen raoertao Ov thu authority ii automatically »etcinoe«.|

0 m_eoeenca pi appropriate O incomplete eligible lift Suofi'ime itn. daw
eligible till

o Tempprery Appointment 0 Other—

Section C. Action of Appointing Authority

Date Retuttn to Qeoertment of Aemin.ettatio” Oieiatpn el Peraonnei A LeORt .
Rwe trEm et eopn et you neve meoa yew weciion. if not trom tne etigieie
Int. anecn eppiieeften.

Acoemtee Rene Effective oeie o< Appointment

STATUS OF APPOINTEE

0 Pthpenoneiv O Prpvtaipnei suotill
0 Seaeonai O ncompieie <ernt.cet.on oecimee Retwtne# f#t me 'OHOW.ng >eaaen.
0 Temperer*

I f1U "I «o Ae»Prof>ng Autn*».*»

C:-:s* *. ste j2/79 16*



TO

fSOoMm®

All Personnel Officers August 21, 1979

AlIl Administrative Directors
FILE NO

TELEPHONE NO

Sandra Withers, Director SUBJECT Non-permanent Employees

Division of Personnel and*
Labor Relations
Department of Administration

Effective January 1, 1980, Chapter 67, SLA 1975, goes into effect.
This new law will substantially change procedures governing the hire and
retention of non-permanent (temporary) employees.

We are preparing draft regulations to administer the law, and plan
to hold Ilersonnel council meetings to review the draft and solicit
recomnendations. The first meeting <s scheduled at 10:00 a.m. on September
4, 1579, 1in the testing room of the Division of Personnel and Labor
Relations, 10th floor, State Office Building. The meeting should be
ettended by each department Personnel Officer and their immediate super—
visors, if desired. This meeting will address principles, general needs
and the changes which must be made in how we handle non-permanent employ—
ment. OFf particular concern is that we be prepared to comply with this
law on January 1, 1980. We must have procedures ready at that time to:

)] Expedite the" processing of requests for non-permanent hire;
2) Provide for certification of eligible lists; and

3) Know the specific numoers, job classes and locations of prospective
non-permanent positions.

In the near future, we will be asking for you to identify non-
perr.anent employment needs, and we will request tnat the information be
provided for each department for tne first quarter of calendar year
198C. This Information will be part of the data base for reports to the
Legislat. e and will direct recruiting efforts to assure that projected

employment needs can be met.

Temporary appointments made up to the close of business on December
31, 1979, may last for 120 days from January 1, 1980 or six months from
the date of appointment, whichever is less. After that time, the 120
day limit on non-permanent appointments will be 1n effect. Please note
tha: tne law requires prior approval for all non-permanent appointments.
It s imperative that you Inform all program managers within your department
of these new limitations irmediately so they may begin planning for what
amounts to a substantial change 1n the way we do business.

If these changes are going to necessitate the establishment of
permanent positions in the absence of temporaries to meet your program
needs, we strongly suggest that you begin immedlatel. to develop position
oescriptions and secure necessary budget approval.

-17- 12779



All Administrative Directors

The Division of Budget and Management has pledged their assistance
in converting funds authorized for temporaries to permanent full-tine,
part-time and seasonal positions. A "New Position Authorization" (01-
021) form issued by Budget and Management will be required for each

permanent position established. Procedures for establishing such positions

a.e on page 63 of "A Guide to Revised Program Procedures" issued by fhe
Division of Budget and Management (May, 1979). The fall season is the
peak of activity for Budget"and Management, yet they have corrcnitted
themselves to responding on or before November 15, to all requests
received prior to October 1.

SW/ljs
Attachment: Chapter 67, SLA 1979.

o: K 'le* . 10AG

SIATE
of ALASKA

TC

«SIov

. DAIE  September 14, 197S
All Personnel Officers

Till NO
UItPHONE NO

Chaoter 67 SLA 1979

iincra Withers, Director SU*jEC*
Nor-Permanent Employees

Division of Personnel and

Labor Relations
Department of Administration

As recommended and requested by the Personnel Council Committee on irr.ole-
mentation of Chapter 67 SLA 1979, will you please provioe a listing or all
new permanent positions you Intend to establish because of the revised
statutes addressing non-permanent employees. The Committee 1is trying to
anticipate the demands that will be placed on the Classification and Pay
Section and plan for the timely processing of the increased demand.

Please provide on or before September 21, 1979:

- The number of new positions you expect to establish
- The job class of each position
- The duty station for eacn position

Thank you.

12179 - |S*



CETA POSITIONS

BY CONTRACT WITH
THE MUNICIPALITY OF ANCHORAGE

The following actions are necessary for the establishment and
filling of nonpermanent positions established as State positions under
CETA funds by contract with the Municipality of Anchorage.

ESTABLISHMENT OF POSITIONS

\ The employing department shall establish the posltion(s) in accordance
with steps A through C of "Nonpermanent Appointment Procedures™. The
position shall be identified as a program position funded under C.E.T.A.
contract with the Municipality cf Anchorage. The enalng date of the

position shall be consistent with the contract and nay be extended as
the contract 1s amended or renewed.

FILLING OF PO-ITIONS

The filling of these positions will continue to be made from certifications
by tne Municipality of Anchorage. Tne necessary steps are:

"Vi Al Request.and receive aopropriate "C.E.T.A. Certification List"
from Municipality of Anchorage,

3. Make selection from among those certified or request additional
certification,

C. Notify Municipality of selection in the nanner they designate,
D. Prepare State personnel action attaching to it a copy of
“C.E.T.A. Certification List" used and a State employment

application by the individual selected,

£. Proceed with steps E and e of "Nonpermanent Appointment <rocedures".
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CETA POSITIONS BY CONTRACT

WITH DEPARTMENT OF COMMUNITY AND REGIONAL AFFAIRS

The following actions are necessary for the establishment and filling of
nonpermanent positions established as a condition of a contract with the
Department of Community and Regional Affairs, CETA Division.

ESTABLISHMENT OF POSITIONS

The employing department shall establish the positions(s) 1in accordance
with steps A through C of "Nonpermanent Appointment Procedures.”™ The
position shall be identified as » program position funded under CETA
contract with the Department of Community and Regional Affairs. The
ending date of the position shall be consistent with the contract and
may be changed as the contract is amended or renewed.

FILLING OF POSITION

The filling of these positions will be made from referrals by the local
Employment Service office, Alaska Department of Labor. The necessary
steps are:

A Place job order with the local Employment Service office. When
placing the order Inform the referral office that the position
1s a nonpermanent CETA-funded position and the State job
“Classification.

5 The Employment Service will refer applicants that appear to
meet CETA program eligibility requirements and tne State's
minimum qualifications for the Intended job class.

C The employing department will make a tentative selection from
among those referred after determining that tne individual
selected meets the minimum qualifications for the job class.
In addition, the employing department will complete the
following forms for tne selected indiviaual.

CETA Eligibility Determination/Enrollment (21-45-344)
CETA Application (21-45-306)
State of Alaska Employment Application (02-250)

D The employing department transmits the CETA Eligibility Determina—

tion and Application forms to the nearest CETA regional office
for review and certification. Thu employing department will
not appoint the individual until notified by the CETA Division
that the individual has been certified as eligible.



Notice of eligibility certification is received from the CETA
Division and the employing department appoints the individual
and notifies the Employment Service office.

Prepare personnel action and attach to it the employee”™ State
Employment Application and evidence that the individual was
referred by the Employment Service.

Proceed with steps E and F of "Nonpermanent Appointment
Procedures™.
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