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£1vision of Personnel
January 2 1 ,

Tne honorable Cleo V. T U I  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 Si boon Coaalsslcn On The State Personnel Act was 
i n s t r ^ n t a l  In Lie development of Ji1s legislation I {*ave transmitted a 
copy of tne report to Senator D111 Hay.

Sincerely,

Lruce A. Cmcrlngs 
Director

UC/Kk
cc: Senator Dili Say
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NONPERMANENT EMPLOYMENT 
FIRST ANNUAL REPORT 

January 1, 1980

PURPOSE:

The purpose of this report *s to be in compliance with AS 39.25.195 (Ch. 
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 Intended uhat the second report, due Jar.uary 1981, will cover all 
activity for calendar year 1980. A consistent reporting period 1s 
therefore being established for future reports.



As of December 31, 1979, two nonpermanent positions had been authorized 
for filling 1n January; a Graduate Intern I with the Deparment of Law 
and a Park Planner II 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.
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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 F1sh 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:

1) 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.

- 3-
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ADMINISTRATION 674 65 9.6 37 7

LAW 208 16 7.7 11 4

REVENUE 314 55 17.5 19 3

EDUCATION 353 45 12.7 31 31

HEALTH & SOCIAl 
SERVICES 1879 206 11.0 51 22

LABOR 737 165 22.4 49 48

COMMERCE & 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 & GAME 720 147 20.4 93 53

PUBLIC SAFETY 005 89 11.1 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.

-6-



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 1 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.

- 5 -



t o .  r~

1 All Personnel Officers
DATE.

December 21, 1979

FILE NO,

TELEPHONE N O

SU 6JE C ., Procedures;

Nonpermanent Employees
Division of Personnel & Labor Relations 
Department c; Administration

With this memorandum I 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 
wj11 have a folrow-up meeting with the committee and with all departmental 
pe. sonnel officers to seek improvements based on the experiences gathered 

by working with these procedures

SW/aiw



NONPERMANENT APPOINTMENT 

PROCEDURES

There ere five types of nonpermanent appointments. They are: I) 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 Identifi­
cation" card (02-256) to the Division of Personnel and Labor Relations.
If a nonpermanent position has already been established and is available 
for filling, the department does not need tn submit a new card.

Illustration II shows the reporting time frame.

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

-1 - 12/79



— -------------------------------------------------

TYPE OF NONPERMANENT rORMS RFC

II)  CARD- 
(02-256)

)UIRED

CERT ITICAIIONS 
(02 '230)

STATUS
COUE

NCRMAL APPOINT­
MENTS FROM

DURATION OF 
APPOINTMENT

9

EMERGENCY: Appointment made under 

conditions requiring iimicdiatc ac­
tion to carry on work required in 
the public interest; appointments 
limited to 30 days.

NO NO 1

\

EM UP TO 30 DAYS

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

YES YES NG DISPATCII/EIIGIBLI
LIST

DURATION OF PROGRAM

PROJECT: Appointments to complete 
specific work which is 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.

YES YES

•

NJ DISPATCII/ELIGIBLI
LIST

DURATION OF PROJECT

NORMAL: Appointment to canplete a 
given work • r.Ignmcnt which does 
not exceed I/O 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.

YES YES *T DISPATCII/ELIGIBLI
LIST

UP TO 120 DAYS

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.

YES 2 NO NS DISPATCII/ELIGIBLI
LIST

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

1. l i l t  FORM IS NOT REQUIRED. CtRTIFICAIION IN FORM OF LETTER OR MEMORANDUM IS REQUIRED.
2. PARIIALLY COMPLETED CARD REQUIRED.



I L L U S T R A T I O N  I I

Planned

Appointment

Need Identification* 
Due

January

February
March

April

May
June

July
August
September

October
November
December

October 15 

November 15 
December 15

.January 15 

February 15 
March 15

April 15 
May 15 

June 15

July 15 
August 15 

September 15

Certifications*
Due

Expect*
Approval

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

December 1 

January 1 
February I

March 1 

April 1 
May I

June 1 
July 1 

August 1

September 1 
October 1 
November 1

* If the listed date is a Saturday, Sunday, or holiday then the first working day following the date 
indicated shall be considered appropriate.



N c n o s m a n e n t  Substitute Appointments

To request authority to make a nonpermanent substitute appointment, the 
hiring department must submit a partially completed "Nonpermanent 
Er.plovee Need Identification" 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 is on 
some other type of leave, specify the type.

5. Signature of individual filing this report.

7. (aT Date of the report.

"he form "Request for Nonpermanent Position and/or Autnorlty to Appoint
Nonpermanent Employee" (02-230) is 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 Identification" 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'• must 
send the form w'th original signatures to the 01 rector of Personnel and 
Labor Relations. The Department Personnel Officer should retain a copy 

of the forms.



C. 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."

%
D. 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.

E. 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 d i r­
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.

F. FOLLOW UP ON TIME RESTRICTIONS

All nonpermanent employees are time restricted. The normal restriction 

is 120 days in a 12-month period. Project and program employees are

1 2 / 7 9



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 is re­
quired in the public Interest." AS ^9.25.200(3)

Within 15 working days following an emergency appointment, the employing 
department shall certify the reasons for the appointment to the Director
of Personnel and Labor Relations. There is not a prescribed form 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.

£,. 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.

1Z/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.

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 I 

personally sign the document and does not in any way diminish my responsi­

bility.

Distribution:

Director of Personnel & Labor Relations* 
Director of Finance 
Employing Agency*
Employee Concerned

* Must have original signatures.

DEPARTMENT' SIGNATURE 0? DEPA'RTmEnT’hT®'

Signature

Date

12/79
- 1 2 7 1  ( 1 0 / 7 9 )



To r■ JA l l  P e r s o n n e l  O f f i c e r s

?ao7^anara Withers, Director 

Division of Personnel &
Labor Relations 

Department of Administration

FILE NO:

date  S e p t e m b e r  1 9 ,  1 9 7 9

TELEPHONE N O

SUBJECT Nonpermanent Employee 
Need Identification 
January-March 1980

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
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D IV IS IO N  O r  PERSO N N EL & LABOR RELAT I

NONPERM- : *£NT  EMPLOYEE NEED IDE
#• e ) c) d ) a)

*• e
I. i ' V

1 1 J  L _ L _ 1 1 1
C«ot.

at
D*v. Ci»ti C oo* G #o. C oo t Me. C»vB ra in in g  D i t t01

Yaar

i  r c
jm o** • M e .  D » r 

Ending D»t» dm
Y#§r

i ---- 1 L  J
S w O p f e i i O f  1 L * t l r  irtr • si.

»1* • .  1
Z u n  T iu a  ot N o n p » f m * n # n t  Position

L 1
O ' r t n o n n e .  a  „ * o o >  n t m . o f l tCOMMENTS:

■ g n jtu f t  ot in s x 'O y l l r i lin g  T i l l  A vport

01 i o c m  Svcuntv N u m o t i»l D«li

V t f t . v C

Atporito

lO tnn f .cJt'o ’n
: : - 2 » A I» / 7 9 l * • '  - S 3 J - S .  1 9 5 -2 0 ^ ,

IKSTRITTJOKS

This fo r a  i t  a planning *.oo) l o  be used in ident i fy ing future  needs 
f o r  nonperaanent employees. l l  i s  no: « f o r r a l  request f o r  h i re .  This 
in fo rmat ion w i l l  a l l ow the D iv is ion o f  Personnel  I l i b e r  Relat ions to 
an t ic ipa te  /ou r  neees end d i r e c t  i t s  rec rui tment  e f f o r t s  accordingly.

, P leese complete • separate f o r a  f o r  eech nonperaanent pos i t ion 
fo l l ow ing the i n s t r u c t i o n s  below. Use the space f o r  coravents to provide 
add i t iona l  in fo rmation o r  explanat ion .
t i n e  1 : a) Department code

b) D iv is ion  code fo r  the d iv is ion  the nonperaanent position  
w il l  be assigned to .

c )  C lass code. Rost w ill have four d ig i t s ,  bu t son* classes  
with ra re  than one e l ig ib le  l i s t  w ill have a le t te r  in 
add ition .

d) Geographic code fo r  the lo c a t io n  o f the nonperaanent 
p o s it io n .

e ) Beginning da te . That date the nonperaanent employee 
w il l  rep o rt fo r  work.

l in e  Z; a ) S o c ia l s e cu r ity  number o f person who w ill be assigned to 
superv ise the nonpermanent employee, 

b) Ending da te . Vhen w il l the work of the nonperaanent 
employee be completed?

y n e _ 2 : Kane o f  the superv isor o f the nonperaanent employee.
l i n e  <; Include the complete c la ss  t i t l e  from the c l a s s i f i c a t i o n  ou t l i ne .
I W  S : l o c a t i on  o f  nonperaanent p o s i t i o n .  I f  there is ra re  than

one l o c a t i o n ,  exp la in in the comments sect ion .
l i n e  6 : Signature o f  the person who by f i l i n g  th is  rep  a r t  v e r i f i e s

the probable need f o r  th i s  nonperaanent pos i t i on .
U S L l: • !  Date of  repo r t

b) Soc ia l  s e cu r i t y  number o f  person f i l i n g  the report .
-9-

12/79



i v i m  
I air,

ON 
'•N 
fill 
• ui 
iif. 
MY 
MM
•in­
fill 
•17 
IN 
MM 
■ IN 
MN 
•IN
* u .
MM
IIY
•m
•in
mi
MM
I'fl

..ON
OM
MM
MU
Mil

PAV

jU-0f-90
on-of-*o
mi-c-i-vo
op-nt-vo
I'H-i'l-AO
i'0-t?-»0
ow-1 1 - 1 0
n z \ m
UM-I f-CO 
HI*-Of-VO 
llb-Of-VI) 
llV-Of-VII 
nn-0f-90 
Mi—Of“VO C8-0C-?0 
<11:- 0-40 
OU- f-tl 
OP- I-10 00- O-VO 
0,1- 0-90 
OH- C-fOo» -4 i - io
OB-'H-VU 
IC-Mt-‘0 
IHI-Il-H.i 
OV-GC-VO O t r  I f r . l O .

qmi

on-

c r ­on-On-

Us-
C'i

-as:
OM­

N I  0311

' l i f t  >1

ld -< a V1IV W  1 |f. t v l  I 1 IM M JB IIP  | l l 1 « f " I '  1
10- 0 V"1 I'iv'-"M Mv '"•1*1 11 i r. r i i iM in  i m i ivm 1 t 1
IC- 0 V • 1 IIM IA IIAV '.•• !•# 11 1 *, 1 MfllM I >• |V | |" V 'I 1
l l l - l 0 V I 1 I • W .., I| • •l|,1 1 7 11 »• i* » .n : i"  i - i i"7M

11 j s 1 -7« ••• ■ «• i n  | •«-,)
»,<* 1

|o - 0 v l  I ••>V 1 iT  1. v «. • I
I ' - 0 VI. 1 • IV 'M iV ./ •.V I" 1 i \ i * M i '  l r  f v i  i •-•• * • 1 1
I I - o «m C»VIMM *Y • v - r * I | iC K IM Il | “ | I- VII S', 1
|M- 0. .  V'M • IV - ’T'A V 1.7 I 1 1 ■%!•«■ M il'} | VI l "71 , .  

1 1 > !• ' Ill j -' |V | 1 V* V • 1 
I I I  IM .IA I s.«H VIlo - 0 VII 1 •*1 V M ill'll. V 'v j v # *■

10- 10 VIM i IV-MIPM 1 .’ 1 1 r.7 j
10- 1) VMS 

. VI'I
T IVM Iir kv 1 II*. 11 II I ' I INVM 7 MS | 1 All 1

1 •»- 0 l ,»»"PIIY.¥ < I P i i  I* i ' i  ’ i iv "  -  »»•: i i . - 1m - II W» lllV> iill <YV • .• II m i  r . i  h i  u n i v» I
9|-CO VAV nv if  nr •‘07.

/ i l l
1 MM • .M ' l l tM l l l f t . l A 1

11'-VO rf.v iiv  u r I I  1". M AI 75 IY I / "  1
91-40 VKV mv ,mmi- f  1 f i i «: n ' l i m i d M  . . /• ' 1
10- •o vi r •:v a v  m m • * r . i i m ' i m i m "  i'*. 11 r  i i
10- in v u 1'IVMMim.V t ;••-.! I ii m i  ' i m i  , * « ' *>| 1
10- o nor n v -m i l l * 1 IM N I'I V P  MSI | •»> 1
10- :o v*o . . . wvntiNi n i r 1 » l ‘* 1 (SIMM 10*1 M i l l  

11 f .  i '• • i i i« 'i
1," 1

|0-1 o *rn VAPIIH’ I j i •» v • j
10- 0 non V I:|r i|lM r. *»•!•» i t  I M f l t l  IM l . - l  1 97 i
1 1-10 MAM MI'U‘171 * • • j #• 1 1 IM  "Ml 107 MS 1 1 7.1 1
10-10 MAO . . . IAIO IMMI I 'M i ' l l " 1 111.1 »SfJ 1 M il • O.' f
10-10 MAM 1 AM7 | l l  l |  IvM .117 i m i ' i i'v  « 7 i "  11 ••1 1
I I I - 10 MOO v i.i .mm-v; • 1 17

? I r

I I I  1,7 .1 IWV7 -1 MSI 1 f l l  1
10- 10 VVII 1.VMMM 1 1 11" I I I  IM .IA I M II7 I <1 ’  1
1 o -10 VlVMMMJM I io ? i  wy.' "i i'-, i i f ,  1

mi. j Mi I |V111 1 • IMO li» 1 1 i.U I AIM - . I t

nya
I IO H- .II.V • I i'm 11 <•»' I I'Mfl M 11 SVN 

r iM l 'f l ' iO V  I'flV flll'M  M i l  S f i  I I I ' j i a  I f. , f  >M,H
1VV7 IIKV n i l !  I I

I r.lir i l l

*■ " ' I  I
• i., .. I

I II

• C'll
M -  il I 
I '•  I,<■ I I 

I- I I 
* , •1.1*

• I I 
I I I 

'• T'l i
• i »-i i

•' I 
? ••> I I
• I » 111 
Cl » •• 1
• n  m  i
• r. • | I

• i » 
/••'II
 • I I
«.1 1 . 1 1

I.'.I

.»/• I

I
o

I)

O)
f .̂

• -4



-11- 
1
2
/
7
9

9

STS: STATUS COUtS TYPE

1 Indicates an Intended position. G

A Indicates an authorized position. J

• •
D Indicates a position that has been T

filled and the work has been completed.
E

E Indicates a position for which the
authorization or the Intended dates 

have passed.

Indicates program 

Indicates project 

Indicates normal 

Indicates emergency

n 
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n 

i 
%.■



INSTRUCTIONS

Section A - Identification

1) Fill in the six character identification establisned for the position.

or

If nc. 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’oyed sucn as CETA, student 
interns, and apprentices, the position is 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

“his 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.
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a u t h o r it y  to  a p p o in t  n o n p e r m a n e n t  e m p l o y e e

SECTION A .  IDENTIF ICAT ION
___________________________ _

i)

OR a
Nonoarmtnant 
o*no»>e«io« eara (02 2S6I «

-3fc:.sr. Zsnrei Su-ne*.

i: j o s  C a s s

3, Tri» rtgutst •  tor a nonparmantnt pcsmon u  m a a iK : Normcl (120 cay IPPL) Program P ro ta c t

* it ass'svtc aspcsr.cnant wii. pa maoa from: — • —  —I Eigipta ua: Carttftcaoon | I Umon baaitcn j ! Omar

SECTION B -  FUNDS CERTIFIED 1 SECTION 0  -  EXPLANATION
■ ctnsry tnat •»WUIII m o n » r it • h im  tar tftt tn n c lp tiM  duration at tnu  ippatntmtnt 1 ) REASON FOR REQUEST

ct Carstymp Ofl«oar Qam

SECTION C -  REASON CERTIFIED
SION WHICHEVER OPTION APPUES TO YOUR SITUATION

, 1) 1 carWy mat tna wgiatatura n u  aoproonatad monay tc* tna poaieoo propoa- 
as utowatg mat a a  to oa partormac oy a nonpannanant t.-nptoyaa Tha so- 
pTppnaaon cooa anc Duogat paga rafarance a  ettaO m Sacson 0.

' J ’-R n  W Carwymg OffWar
1

Data

12; i carety mat m a rt« an immao<ata naac to M an autnoruac. parmanant poa*- 
son anc 1 « moracscai to attapiian ma petition or to mana crrftcafton 
m im  a raasonaoa ema TSa aumonry. powson ana ©reumauncti i / i  ax- 

1 Pianoe -n MOP « Sacson 0
S r ; v i  ot > r v n j  o n e ** Bm

jJi ' carry na: an mm*aatt f*aaa >ut> «*ftcn tru »ganc> cowc not nava 
'aupnao>» anscioatao ano mat trfbugn tna craaeon ot a oarmanant position 
Tna cvcumatant ana tna raasona -a  couie not anncioata tn>» naao ara a*- 

1 pianao n Sacoc *
! i  ;n«v» »• Sar-yuig C-«or 2m

>*> . ; • “ */ mat a cooc* a* an ano ma naac tor an am»ovoa can j ,  - c » i  t o  
5*osnaiatr mat mrowgn ma uta o» a orotact ampiovaa Tn« p*otar ano w  
naasa art oaac sac <n Socnon 0.

i  ; • « / !  r  > « * # ;  C -« r

j , . e s r r , mat a r : ; f  tuits anp mo noac 'or an amp.oraa : r  oa moat to- 
prsmaton "*«t mroi-gn na .aa ot a orogram amovyaa ">w program ano 
ow naaca ara oaac-'oa: «  Sacson 0

V n t v a  0 C t - r v * j  C*t>ear
1

Cat*
CONTINUE ON REVERSE IP NECESSARY

SSCTiON 0  (2) FUND ING SOURCE

SECTION D ^ D E S C R I P T IO N  OF DUTIES (P402  Optional)

JOVTNUl o n  PffVEPSI IP NlCXSSAftv
SSCTION £ -  APOROVAL

. „ « t <  tt laaaaaraa &ram- r  ■rx*-a a j w  «N ioa 
n y m l  mm  S t ia a iM * ! t t  tu a a  an -  C m n w i  i
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SECTION D ; i )  Reason for Request - Continued

|
i

!

SECTION 0  '3 Description o f 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 for the request
2) identification of the funding source by sufficient codes so that the
Division cf Budget and Management can identify the source of the funds without 
additional information and 3) sufficient explanation of the duties assigned 

to this position so that proper class allocation can be verified.
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Sec t i on  A.  T o : D e p a r t m e n t  o f  A d m i n i v r n D i v i s i o n  o f  P e r s o n n e l  & L a b o r  R e l a t i o n s
Gate

January 15, 1980

Oeoertm ent
Fish and Game

Poa .tion  T if .e  C lata C o a t
Fish Culrurisr II 6124

Position  C on tro l Number
11 B 016

Location  o f P os ition
Tuikd Lacocn

Loca tion  Cooa
CY0

Em oiovee  R ep la ce s
n/a

Date o f Saoa ra tion
n/a

H O U R S  O F W O R K

( 0  Fu l l  T im a  
K IN O  OF P O S IT IO N

0  Perm anen t 
e l i g i b l e  l i s t s

Q  Doan C o m p e t i t i v e  

S P E C IA L  R E O U E S T S

0  S u b f i l l  w t tn

Date o f C lassification Action
Authorized 01/4/800  Part T im #

0  JocxatscKK Nor Permanent 0  s#a»onai

□  D epa r tm e n ta l  O  in te roeoar tm en ta l

0________i o b  c law

Personnel Officer

, E xam in ing  O p t io n

S igna tu re  Of A opom tm g  A u th o rity
Sec t i on  B. C e r t i f i c a t i o n  o r  A u t h o r i z a t i o n
Data

The fo llow in g  Cert i f  ication  k  neraav itaueo to  you r re ou e tt:
0  C om p le te  C e r t i f ica t io n

i_ J  ln c om p l# t*  C e rt ific a t io n  (M ay be oec im eo par R U L E  S 0 3 .S I

T ltia

To:  R e q u e s t i n g  D e p a r t m e n t
0  Agency Lev O ff L ilt

0  Other

MffsTE fA T T A C H E D  

’ C *  E L I O I B L E S  TO F i u u  T H IS  P O S IT IO N .

J  F O R  1. .1 C O N S T IT U T E S  TH E C E R T IF IC A T IO N

A T T A C H E D  M A S T E R S  I __

F O R  l _  

P O S I - I C N  R E S P E C T IV E L Y .

A T T A C H E D  M A S T E R S  I __

F O R  ' __

. i  FO R  I . . )  A N D  I . .1
,1 C O N S T IT U T E  T h e  C E R T IF I C A T IO N  o f  E L I G i E .S S  TC  * i l l  OR Su S F i l l  t h i s

, !  FO R I . ,1 A N O  I . . ,1
____________ . C O N S T IT U T E  TH E  c e r t i f i c a t i o n  OF E L I G I B . E S  T C  « ' L L  t h i s  p O S i ION

_ _ _ _ _ _  HAS B EE N  A U G M E N T E D  F R O M  T h E E L I O I B l E .  r * 1 F O "  t

A N V  a p p o i n t m e n t  S h o u l d  S I  M A D E  t o  T n E CLASS OF I ___________ __

’ HE E L IG IB L E  l i s t  FO R  ( .

The fp n ow ing  AwfHOt uet'O R  ii haraov t u a o  m raapon te to  vOu> raoua tt 
0  P rc r in o n a i A b bb 'n tm en t l l f  no (e le c tio n  net oeen  ra o e rta o  Ov thu  a u th o rity  i i  au tom atica lly  »etcinoe«.l

0 in com p le te  e lig ib le li ft  

0  O ther —

O  m eoeenca p i a p p rop ria te  
e lig ib le t i l l

0  T em pp re ry  A p po in tm en t

Suo fi'im e  i t n . .d aw

Sec t i o n  C. A c t i o n  o f  A p p o i n t i n g  A u t h o r i t y
Date

Aooemtee Rene

Retu tn  to  O eoe rtm ent o f A em in .e tta tio "  Oieiatpn e l Peraonnei A LeORt 
Rw eftpm  et eopn et you  neve m eoa y ew  w e c i io n . if n o t trom  tne etigieie 
in t. an ecn  e p p i i e e f t e n . _____________________________________________
E ffec tive  o e ie  o< A ppoin tm en t

S T A T U S  O F  A PPO IN T E E  
0  Ptbpenoneiv

0  Seaeonai

0  Temperer*

0 Prpvtaipnei SuOtill

0 .n c o m p i e i e  < e r n t . c e t .o n  o e c i m e e Retw tne# f# t m e 'on ow .n g  >eaaen.

I  f l U ' l  « •  A e » P r » f > n g  A u t n * » . * »

c:-:s* *#. s te j2/79 16*



T0 All Personnel Officers
All Administrative Directors

A u g u s t  2 1 ,  1 9 7 9
FILE NO

TELEPHONE NO

fS0M' 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 lersonnel council meetings to review the draft and solicit 
recomnendations. The first meeting <s scheduled at 10:00 a.m. on September 
4, 1579, in 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. Of 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:

1) 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.

- 1 7 - 1 2 / 7 9



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  '!•*,. tO/»6.
STATE 
of ALASKA

TC All Personnel Officers

«S!OV iincra Withers, Director 

Division of Personnel and 

Labor Relations 
Department of Administration

DATE

T ill NO 

UltPHONE NO 

SU*j£C*

September 14, 197S

Chaoter 67 SLA 1979 

Nor-Permanent Employees

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 is 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.
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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 pos1tion(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:

"Vl A. 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) in 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.

12/"? -20-



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 e m p l o y e e ^  State 
Employment Application and evidence that the individual was 

referred by the Employment Service.

Proceed with steps E and F of "Nonpermanent Appointment 

Procedures".


	HSTA11 SB 198



