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would enhance a person's capacity to successfully perform the tasks and functions of
the classification.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Sections 18702 and 18800, Government Code.

§ 80.4. Class Specification Format.

(a) A Board class specification shall include the following seaments:

(1) A class title,

(2) A concise description of the job functions, including duties, level of responsibility,
supervision received or exercised, and typical tasks performed by incumbents.

(3} An identification of the minimum qualifications.

(4) An identification of the preferred or desirable qualifications, if applicable.

(5) Pay range criteria or the link to the website where information on the pay range
criteria can be found.

(6) The duration of the probationary period.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Sections 18702 and 18800, Government Code.

§ 89.5. Board Approval for Changes to Class Specifications.

Any changes or revisions to a class specification requires Board approval.

NOTE: Authority cited: Article VI, section 3, California Constitution: Sections 18502 and
18701, Government Code. Reference: Section 18802, Government Code.

§ 89.6. Class Abolishment in General.

When any class is abolished, provisions shall be made for the future status of any
incumbents remaining in the class or others with mandatory reinstatement rights to the
class. All lists associated with the class shall be abolished.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18802, Government Code.
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§ 89.7. Standards for Writing a Class Specification.

A class specification shall be clear and understandable. The descriptive words and
terms used shall be precise and consistent. Generalized and vague terminology subiject
to varying or unintended interpretations shall be avoided.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code,
Reference: Sections 18702 and 18800, Government Code.

§ 91. Casual Employment Classes.

Casual employment classes shall only be established fo provide skilled trades persons
for short-term construction or maintenance projects of a nonrecurring nature,
Appointments to these classes shall only be made by way of temporary appointments.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Sections 18702 Government Code.

§ 92. Special Consultant.

(a) Special Consultant classes shall only be established if:

(1) The work or project is of an expert, unique, or technical nature that is short-term but
may involve multiple phases and goals; and

(2) Specialized skills, knowledge, and experience are needed for the work or project
that are not available within existing civil service classifications.

(b} Special Consultant appointments shall only be made by way of temporary
appointments.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18702, Government Code.
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Article 7. Employment Lists

§ 156. Creating a Hiring Manager's Report Where a Corresponding LEAP-Referral List
Exists.

Where a LEAP-referral list exists in accordance with section 155, the Department or the
Department's designee shall create a Hiring Manager's Report for the appointing power
that combines the names of all persons who are eligible on the LEAP-referral list with
the names of all persons who are eligible on the non-LEAP employment list(s). The
Hiring Manager's Report shall not specifically identify whether a candidate's eligibility is
based upon a LEAP-referral list, non-LEAP employment list, or both. The name of
candidates with dual eligibility shall be listed only once. Therank-of eligible-candidates
shall-net-be-identified- The disclosure of the rank of eligible candidates during the hiring
process shall be in accordance with section 249.7. The names of eligible candidates
may be arranged in alphabetical or random order, and may include the names of
candidates who have eligibility for the job vacancy other than by way of a LEAP-referral
list or non-LEAP employment list.

Note: Authority cited: Sections 18502, 18701, 19240 and 19241, Government Code.
Reference: Sections 19050, 19240, 19241, 18242, 19243 and 19244, Government
Code.
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Article 8. Examinations

§ 44 170. Announcement: Civil Service Examinations and Announcements.

(a) Examinations Civil service examinations shall be held at such times and places, and
in a format or manner, including online and web-based, as the Department_or
designated appointing power may determine is appropriate for the classification that is
the subject of the examination. The Department shall direct the preparation of every
examination and-the-publication-of an-announcement-theresf. Examinations may
contain any combination of components, including written tests, physical tests, and
performance tests. The type and scoring methods of examinations to be administered

shall be determined by the Department or deS|qnated appomtmq power. Fhe

(b) Announcements for civil service examinations shall comply with Government Code
section 18933. In addition, each announcement shall state the title, salary range,
preferred or desirable qualifications, and any additional information the Department
deems proper.

(c) An A civil service examination may be canceled by the Department or designated
appointing power at any time prior to the establishment of the employment list.

NOTE: Authority cited: Section 18502, Government Code. Reference: Sections 48950
18930 and 18933, Government Code.

§ 171. Experience Requirements to Satisfy Minimum Qualifications.

in determining whether an applicant has the appropriate experience to satisfy minimum
gualifications, consideration shall be given to experience gained in a part-time or full-
time job, regardless of whether the job was a paid or volunteer position or was within or
outside of State service.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Section 18931, Government Code,
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§ 171.1. Calculating the Amount of Time Required to Meet Satisfy Minimum
Qualifications for Experience.

determmlng whether an appllcant has—eempleted satlsfles the minimum amounts of time

that may be required by-the-experience-cempenentin to satisfy the minimum
qualifications for experience, as prescribed in the class specification forthe-elass, the

following shall apply:

(a) The ealendar time required shall have been in a full-time job or werk-assigament its
part-time equivalent. A full-time job erwerk-assignment is the maximum number of

hours an-individual a person can spend on a job without a requirement that he/she he or
she be given overtime compensation or, where overtime is not applicable, the number
of hours required for ar-individual a person to receive full-time pay for the applicable
work period.

(b) When calculating part-time equivalent experience toward satisfying the minimum
amounts of full-time experience, 173.33 hours of actual time worked equals one month.
To determine the years and months worked, an appointing power may use either 52
weeks to equal one year or 4.35 to equal the number of weeks in one month, whichever
calculation results in greater time worked. As an example, an applicant has three vears
of qualifying part-time work experience at 10 hours per week. The 52-weeks yearly
calculation would be 3 years x 52 weeks x 10 hours = 1560/173.33 = 9.00 months. The
4.35-weeks monthly calculation would be 3 years equals 36 months x 10 hours x 4.35
weeks = 1566/173.33 = 9.03 months. Because the 4.35-weeks monthly calculation
results in greater time worked, the 4.35-week monthly calculation must be used.

I litad ditional time.

(c) Where an applicant works in more than one job concurrently, the hours worked per
week in each job shall be added together, if the experience gained in the jobs relates to
the same or substantially the same requirements enumerated in the minimum
gualifications. Calculating the total sum of the applicant’s part-time equivalent
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experience toward satisfving the minimum amounts of full-time experience shall be in
accordance with subdivision (b).

(d) To receive experience credit, the applicant’'s job responsibilities. or duties must be

performed on a routine basis, either daily, weekly, monthly, or certain times of the vear.
Experience which may have been gained as an occasional or incidental aspect of the
applicant’s job is not acceptable. If the applicant is a state employee and the experience
in guestion was gained in an out-of-class assignment, section 212 of the Board’s
regulations shall apply.

(e) Overtime hours worked on the same job for which the employee is entitled to pay for
those extra hours worked under the federal Fair Labor and Standards Act (29 U.S.C.A §
201 et seq.) shall be credited as additional time.

(f} An applicant shall receive credit for qualifying experience in a full-time or part-time
job while enrolled in and attending a school, college, university, or similar institution,
except where the experience is required as part of the applicant's educational
curriculum and the minimum qualifications require those courses of study and/or related
academic degree.

(9) If an applicant's position in state service has been reclassified, credit for time in the
new class may be given from the date the reclassification was officially approved, even
though the actual appointment did not occur until a later date.

NOTE: Authority cited: Government Code Section 18701. Reference: Government Code
Section 18931.

§ 171.2. Eligibility to Take a Civil Service Examination.

Except as otherwise provided by law or regulation, any person who establishes that he
or she satisfies the minimum qualifications for any state position, as defined in
Government Code section 18522, is eligible, regardless of his or her age, to take any
civil service examination given for that position.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18932, Government Code.
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§ 174. Applications.

(a) All applications must be filed at the place, within the time, in the manner, and on the
form specified in the examination announcement. A separate application shall be filed
for each examination unless otherwise specified in the examination announcement. Al
applications-shallremain-onfile-forat-leasttwe-years- Under no circumstances will
applications for examinations in progress or examinations testing materials for
examinations be returned to applicants. The names of applicants shall not be made
public.

(b) Filing an-application “within the time” shall mean that the application is postmarked
by the postal service, or date stamped at one of the Department's offices {or at the
appropriate office of the agency administering the examination}-by-the-date-specified no
later than the final filing date specified on the examination announcement.

(c) An application not pestmarked-or-date-stamped-by-the-specified-date timely filed as

specified in subdivision (b} shall be accepted under if one of the following conditions
applies:

{a} (1) The application was delayed due to a verified error on the part of the staff of the
Department or other agency conducting the examination or through a documented
administrative error by postal authorities.

b} (2) An application for an examination is submitted filed in error to the wrong State
agency and was either postmarked by the postal service or date stamped by the
receiving agency te-which-addressed on or before the final filing date specified on the
examination announcement.

{e) (3) The employing-agency For a promotional examination, the appointing power
verifies distribution problems with the examination announcement distributionproblems
which that prevented timely notification to an employee seeking to take the examination.

of-apromotional-examination- Posting in a centralized |ocation of each branch, district,
institution, region, or office of the employing-agensy appointing power shall constitute
notification of the promotional examination to ar employees. The-examination-must-be

one-in-which-the-employving-ageney-would typically-have-competitors-and-receive
anneuncements-for-internal distribution-

e (4) The employing-ageney appointing power verifies that the applicant employee

seeking to take a promotional examination failed to receive timely notice of a-the
prometional examination because the employee was away from histher his or her
normal place of work during the entire examination publicity announcement period due
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to a work assngnment vacatlon sick leave, or leave of absence Fhe-examination-must

{d) This section shall become inoperative on July 1, 2017.

NOTE: Authority cited: Sections 18502,-385%3 and 18701, Government Code.
Reference: Section 18934, Government Code. ;-Section1602.314Title 20-Ghapter X\
Code-of Federal Regulations-

§ 174. Applications.

(a) All applications must be filed at the place, within the time, in the manner,_and on the
form specified in the examination announcement. A separate application shall be filed
for each examination unless otherwise specified in the examination announcement.
Under no circumstances will applications for examinations in progress or testing
materials for examinations be returned to applicants. The names of applicants shall not
be made public.

{b) Filing an application “within the time” shall mean that the application is electronically
transmitted, or posimarked by the postal service, or date stamped at one of the
Department's offices or at the appropriate office of the agency administering the
examination no later than the final filing date specified on the examination
announcement.

{c) An application not timely filed as specified in subdivision (b} shall be accepted if one
of the following conditions applies:

(1) The application was delayed due to a verified error on the part of the staff of the
Department or other agency ¢conducting the examination or through a documented
administrative error by postal authorities.

(2) An application for an examination is filed in error to the wrong agency and was
postmarked by the postal service or date stamped by the receiving agency on or before
the final filing date specified on the examination announcement.

(3) For a promotional examination, the appointing power verifies distribution problems
with the examination announcement that prevented timely notification to an employee
seeking to take the examination. Posting in a centralized location of each branch,
district, institution, region, or office of the appointing power shall constitute notification of
the promotional examination to employees.
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(4) The appointing power verifies that the employee seeking to take a promotional
examination failed to receive timely notice of the examination because the employee
was away from his or her place of work during the entire examination announcement
period due to a work assignment, vacation, sick leave, or leave of absence,

{d) This section shall become operative on July 1, 2017.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18934, Government Code.

§ 193. Formula Rating.

In any examination, the appraisal of education and experience of the competitors may
be made by a formula rating approved by the Department or designated appointing
power and applied to the information and data given by the competitor. on-theirofficial
applieations—Such appraisal may be made with or without an interview. and-witheut

evaluating the personal-qualifications-of the-competitors.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Sections 18930 and 18936, Government Code.

§ 193.1. Scoring and Ratings for Examinations.

(a) In any examination, including CEA examinations, the minimum qualifying ratings for
each _phase of the examination and final earned rating of each candidate shall be
established by the Department or designated appointing power in accordance with
Government Code sections 18936 and 18937.

{b) Each candidate shall be scored and rated by assessing his or her qualifications,
responses, and/or performance with the pre-established, job-related scoring criteria of
the examination. Based upon this assessment, each candidate shall be compared and
ranked against all other candidates.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Sections 18936 and 18937, Government Code.

§ 193.2. Exam Considerations for Education and Experience.

(a) When assessing and rating a competitor's education and experience, consideration
shall be given to the following:
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(1) The breadth, quality, and length of time of the education and experience.

(2) The relevance of the education and experience to the qualifications of the
classification.

(3) The degree to which the competitor's total education and work history represent
suitable preparation to successfully perform the duties and tasks of the class.

(b) A statement to this effect shall not appear in the class specification, but shall be
inciuded on the examination anncuncement.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Section 18930, Government Code.

§ 194. Limited Three Rank Examinations.

(a) A Limited Three Rank Examination is one which has a failing score and passing
scores that result in three passing ranks. The ranking of the candidates shall be
competitive and in accordance with section 193.1. The scores of candidates in the first
rank shall reflect higher scores than the candidates in the second or third rank, and the
scores of candidates in the second rank shall reflect higher scores than candidates in
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the third rank. All candidates in the passing three ranks are eligible for appointment. The
names of candidates with a failing score shall not be included on the eligible list.

(b) The failing score and passing scores shall be determined by the Department or a
designated appointing power. The factors to consider when determining the appropriate
scores include:

(1) The competitive assessment and evaluation of applicants.

(2) The likely size and scope of the applicant pool.

(3) Relevant classification requirements and performance expectations.

{c) Limited Three Rank Examinations are not required for every examination. The use of
Limited Three Rank Examinations is within the discretion of the Department or
designated appointing power.

NOTE: Authority cited: Sections 18502, 18660 and 18701, Government Code.
Reference: Sections 18930, 18936 and 18937, Government Code.

Note: Authority-cited: Sections-18502 and 18701 -Government-Code-
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§ 195. Composition of Qualifications Appraisal Panels.

(a) The Department or a designated appointing power shall determine the number of
QAP _members required to conduct the qualification appraisal interview and shall select
and appoint such members. The number of members shall be no less than two. When
selecting members, consideration shall be given to selecting members who represent
the diversity of the State civil service workforce.

(b) The members shall understand and be familiar with the class qualifications for which
the examination is being held. The members shall also be familiar with and understand
the merit principle, equal employment opportunity laws, and Board rules related to
examinations.

{c) For each QAP examination, the Department or designated appointing power shall
select a chairperson to preside over the QAP interviews. The chairperson and any
member acting as chairperson in the chairperson’s absence shall be certified as
deemed appropriate by the Department.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference’
Section 18930, Government Code.

§ 195.1. QAP Interviews and Responsibilities.

(a) The Department, or an appointing power that has been designated under section
195, may allow QAP interviews for an examination to be conducted by the same QAP
members or a different composition of QAP members. The same QAP panel, however,
should be used whenever operationally feasible. If the chairperson is unable to attend
an interview, he or she shall select another member to act as the chairperson in his or
her absence.

(b) All QAP interviews for an examination shall be structured and use the same pre-
determined, job related questions. The QAP shall not rephrase or clarify any candidate
inguiries; however, a member of the QAP may repeat an examination guestion.

(c) All members of the QAP shall evaluate each candidate’s qualifications on an equal
and fair basis, and complete the applicable gualifications appraisal rating form or sheet.
Each member shall also document candidate responses to all interview guestions.

NOTE: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18930, Government Code.
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§ 195.2. Ratings for QAP Examinations.

(a) Competitors shall be rated independently by each panel member after the
examination interview and before any background checks and/or investigations that
may be reqguired for the classification that is the subject of the examination. Panel
members may rate candidates before or after discussion with other members. The
ratings shall be competitive and in accordance with section 193.1.

(b) Each member shall sign, complete, and record his or her ratings on forms or in a

manner prescribed by the Department.

NOTE: Authority cited: Sections 18502 and 18701. Government Code. Reference:
Section 18930, Government Code.
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§ 195.3. Alternate Rating for a QAP Examination.

(a) If during the course of a QAP examination interview, it is determined that a
candidate does not satisfy the minimum qualifications of the classification that is the
subject of the examination and the only reason for eliminating the candidate from the
examination_is the failure to satisfy the minimum qualifications, the panel shall
nonetheless rate the candidate as though he or she satisfies the minimum
gualifications. The rating shall be known as the alternate rating and shall not be less
than the minimum rating required to pass the examination.

(b) If the candidate appeals the QAP’s determination to the Board, the alternate rating
shall be confidential during the appeal process and not revealed to the candidate or the
Board. If the Board grants the appeal, the alternate rating shall become the candidate’s
rating for the examination.

Note: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 18930, Government Code.
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Article 9. Promotion

§ 242. Promotions In Place.

(a) Except as otherwise provided in subdivision (b), an employee with permanent civil
service status, regardless of time base, may receive a promaotion in place where all of
the following apply:

(1) The employee has demonstrated satisfactory or higher job performance in his or her
current position and shown the ability and willingness to succeed at the higher level
classification.

(2) The position currently occupied by the employee is reallocated to the “io” class
without a change of unit or location.
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(3) The employee competed in and passed an examination for the “to” class and is

currently placed on the employment list for that examination in one of the top three
ranks.

() When determining whether the employee is in one of the top three ranks,
reemployment and the Department's State Restriction of appointment (SROA) lists shall
not be considered, since the promotion in place is an appointment to a classification to

which the employee’s position has been reallocated, rather than an appointment to a
vacant position.

{ii).If the employee to be promoted is not in one of the top three ranks, the appointing
power may not try to clear ranks by sending employment inguiries to candidates ranked
higher than the emplovyee.

(4) The appointing power documents the reasons why the selected employee was
chosen for the promotion in place. The documentation shall be maintained pursuant to
section 26.

(b) If some, but not all, eligible employees are selected for a promotion in place, the
appointing power shall ensure that those eligible employees not selected are informed
in_ person and in writing of the reasons for the decision and provided the opportunity to
obtain the competencies necessary for a promotion in the future. In addition to
documenting the reasons for the decision, the appointing power shall document the
date and time and any other relevant information regarding the meeting with the
employee. This documentation shall be maintained pursuant to section 26.

(¢} If there is a true vacancy in the unit, the appointing power may promote in place the
employee before filling_ the true vacancy, if the criteria set forth in subdivision (a) are
satisfied. Filling the true vacancy may be subject to the provisions of the Department’'s
SROA program.

NOTE: Authority cited: Sections 18502, 18660, 18701, and 18804, Government Code.
Reference: Sections 18500, 18951, and 12050, Government Code.

Article 10. Appointments

§ 249.1. Standard Measurement Criteria.

Before the hiring process begins, the appointing power shall develop standard
measurement criteria for assessing and comparing the qualifications of candidates
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based upon job-related information about each candidate, such as information provided
on applications, interviews, or, where appropriate, reference and background checks.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19050,
Government Code.

§ 249.2. Postings of Job Announcements on Websites or by Other Electronic Means.

(a) All job announcements shall be posted on the Department's designated website. An
appointing power may also post job announcements on other websites, such as
relevant career center, career fair, or academic institution websites, or by other
electronic means designed to provide fair, equitable notice to eligible candidates.

{b) Unless a collective bargaining contract between a recognized public employee
organization and the state provides otherwise, all online job announcements shall be
posted for a minimum period of ten calendar days, except the appointing power may
post a job announcement for a shorter period of time where there is a critical hiring

need. In such an instance, the appointing power shall maintain the following
documentation pursuant to section 26:

(1) dentify the position(s) that must be filled:

(2) Describe the event or circumstance that created the critical hiring need:

(3) Specify the duration of and location where the job announcement was posted: and

(4) Any supporting evidence that demonstrates why the critical hiring need was created.

NOTE: Authority cited: Section 18701, Government Code. Reference: Sections 18933
and 19050, Government Code.

§ 249.3. Conditions for Not Re-Announcing A Job Vacancy.

(a} A job vacancy is not required to be re-announced if an identical vacancy was

announced previously and fewer than 180 calendar days have elapsed since the
identical announcement’s closing date.

(b) Identical vacancies must have the same position title, classification code, base,
tenure, reporting location, and duties.
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NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19050,
Government Code.

§ 249.4. Verification of Minimum Qualifications Prior to Appointment.

{a) Verification of minimum qualifications is not required for candidates on
reemployment lists or candidates who have mandatory reinstatement rights. For all
other candidates, including promotions and transfers, appointing powers shall verify that
the candidate satisfies the minimum qualifications of the classification before the
candidate is appointed.

(b) If a candidate is found not to satisfy the minimum qualifications, the appointing
power shall provide written notice to the candidate specifying which minimum
qualifications are not satisfied and the reason(s) why and provide an opportunity for the
candidate to establish that he or she satisfies the minimum qualifications of the
classification. The candidate shall have 10-working days to answer.

(1) Where a candidate fails to answer within the specified timeframe, the candidate may
he considered to have abandoned the selection process. If such a determination is
made and the candidate’s eligibility was based upon list eligibility, his or her name shall
be removed from the employment list. The appointing power shall promptly inform the
candidate in writing that his or her name has been removed. The notification shall also
inform the candidate of his or her appeal rights.

(2} If the candidate timely answers, but fails to establish that he or she satisfies the
minimum gualifications, the candidate shall not be appointed to the position, and, if the
candidate’s eligibility was based upon list eligibility, his or her name shall be removed
from the employment list. The appointing power shall promptly inform the candidate in
writing of the finding and any actions taken by the appointing power related to the
finding, including. for instance, removing the candidate’s name from the employment
list. The notification shall also inform the candidate of his or her appeal rights.

(c) For purposes of this section, a holiday as defined in Government Code sections
19853 and 19853.1 is not a working dav.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19050,
Government Code.
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§ 249.5. Employment Inquiries.

(a) When making employment inquiries fo determine an eligible candidate's interest in a
job vacancy, the appointing power shall document which candidates were contacted,
how and when they were contacted, and any response. These records shall be
maintained in accordance with section 26.

(b) When sending employment inquiries, appointing powers shall hot make requests or
statements that can be construed as discouraging eligible candidates from pursuing an
appointment to a position.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 18050,
Government Code.

§ 249.6. Redaction of Confidential Information on Candidate Documentation.

(a) During the hiring process, the appointing power shall ensure that all confidential
information on candidate related documentation, including applications, resumes, and
forms, is redacted or removed before providing copies to any person who is not
assigned to work in the appointing power's human resources or personnel unit,
including the hiring manager, any employee in the hiring manager’s unit or division, any
member of the interview panel, any employee who acts as a human resources or
personnel liaison, or any other person, including employees with the authority to
approve the appointment. Confidential information includes, but is not limited to, social
security numbers, marital status, date of birth, equal employment opportunity data, list
eligibility as covered under section 249.7, or any other information considered
confidential under law or regulation.

{b) Nothing herein shall be construed to relieve appointing powers from the duties and
obligations of other laws, regulations, or policies related to privacy and confidentiality.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19050,
Government Code.

§ 249.7. Non-Disclosure of a Candidate's List Eligibility.

(a) If a candidate has employment list and/or LEAP referral-list eligibility, the list upon
which the candidate is eligible shall not be disclosed during the hiring process to any
person who is not assigned to work in the appointing power’s human resources or
personnel unit, inciuding the hiring manager, any employee in the hiring manager's unit
or division, any employee who acts as a human resources or personnel liaison, any
member of an interview panel, or any employee with the authority to approve the
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appointment. However, the ranking of list eligible candidates shall be available to the
hiring manager or any other employee involved in the hiring decision. If there are
eligible LEAP candidates, those candidates shall be placed in the first rank in no
particular order with the other non-LEAP candidates in the first rank.

(b) Subdivision (a) does not apply to candidates who have reemployment or SROA list
gligibility.

{c) If a candidate with employment list or LEAP-referral list eligibility has been selected
and a tentative offer of employment extended, the selected candidate’s list eligibility
may be disclosed but only to those employees who are required to know the basis of
eligibility in order to complete the formal appointment process.

NOTE: Authority cited: Sections 18502, 18701, 19240 and 19241, Government Code.
Reference: Section 19050, Government Code.
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§ 250. Determining Merit and Fitness During the Hiring Process.

(a) This regulation shall govern the hiring process for the following types of
appointments:

33|Page




§

i

STATE

PERSONNEL
BOARD

CALIFORNIA

Final Text
Classifications, Exams, and Selection Process

(1) Employment list appointments, as defined in Government Code section 18537,
except reemployment and SROA list appointments:

(2) Transfers, as defined in Government Code section 18525.3: and

(3) Permissive reinstatements, as defined in Government Code section 19140,

{b) The hiring process for eligible candidates chosen for job interviews shall be
competitive and involve an assessment of the qualifications of the candidates and be
designed and administered to hire candidates who will be successful. Interviews shall
be conducted by using job-related criteria. The hiring process may include standardized
performance tests, written tests, role-plays, simulations, as well as any other selection
instrument or procedure designed to objectively and fairly evaluate each candidate's
gualifications to be successful in the position.

(c) Prior to making the hiring decision, the appointing power should conduct reference
checks and review the official personnel file of the candidate, regardiess of whether the
candidate is currently an emplovee of the state or employed outside the state.

{d) Unless otherwise specified in subdivision (f), persons selected for appointment shall
satisfy the minimum qualifications of the classification to which he or she is appointed or
have previously passed probation and achieved permanent status in that same
classification. While persons selected for appointment may meet some or most of the
preferred or desirable qualifications, they are not required to meet all the preferred or
desirable qualifications.

{e) In accordance with section 26, the appointing power shall prepare and retain
documentation summarizing the subdivision (b) activities that were conducted during
the hiring process and the reasons for the hiring decision.

(f) This section does not apply to intra-agency job reassignments. Intra-agency job
reassignments may be approved by the appointing power with consideration of any
applicable collective bargaining contract between a recognized public employee
organization and the state.

(q) Nothing herein shall be construed to relieve appointing powers from the obligation to
reasohably accommodate individuals with disabilities as required under the Americans
with Disabilities Act, the Fair Employment and Housing Act, and the Civil Service Act.
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(h} Nothing herein shall be construed so as to contravene the intent and purpose of
Article VIl, Section 6, of the California Constitution, which provides for the granting of
preferences in state civil service to veterans and their surviving spouses.

NOTE: Authority cited: Sections 18502, 18660, and 18701, Government Code.
Reference; Section 19050, Government Code.

§ 250.2. Hires From Certified Employment Lists.

(a) If the candidate chosen for hire is eligible based upon an employment list certified
pursuant to Government Code section 19057.1, the job offer shall be made no later than
180 calendar days after the certification date for non-peace officer classifications and no
later than 365 working days after the certification date for classifications requiring
background checks.

{b) The appointing power may extend the 180-calendar-day period up to 30 working
days by submitting to the Department a written justification for the extension.

(¢} During the job offer period specified in this section, including any period of extension
under subdivision {b), candidates named on the certified list shall maintain both their
certification list eligibility and personal list eligibility for appointment.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19050,

§ 258. Time Pericds for Reply Replies to lnagquiry Employment Inquiries Following
Certification.

It shall be the duty of every eligible candidate to respond within a reasonable time to an
inquiry to ascertain his or her interest in appointment to a position. An eligible candidate
does not need to respond when he or she is not interested in the position.

(a) The Department or appointing power shall provide an eligible candidate the following

minimum time periods following-standards-shall-constitute reasonableresponse-time

frames by which to respond to an employment inquiry:

(1) Telephone: A minimum of two business days—respense—tme—fellewmg ays after the
initial contact, including a voicemail message;

(2) Mail: A minimum of six business days after the date the written notice is sent;
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(3) E-mail Electronic Communication: A minimum of six business days after the date the
electronic notice is sent.

(b} For purposes of this section, the term “electronic communication” means any
communication that is transferred electronically to the eligible candidate, including, by
way of electronic mail or e-mail, an online account, or similar methods that use
computers or the internet for transmission and that the eligible candidate has agreed to
use. “Electronic communication” does not include verbal communication.

{c) Where an employment inquiry for a job opening is sent to an eligible candidate and
the date by which to respond to the ingquiry is prior to the final filing date for the job
posting. the Department or appointing power shall not act upon the candidate’s failure fo
reply to the employment inguiry if the candidate files his or her application by the final
filing date, thereby verifying_his or her interest in the position.

If the eligible candidate is unavailable for employment within 30 calendar days following
the date of the job offer, the appointing power may consider this a waiver of
appointment.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 18050.

§ 265. Employment List With Three or Fewer Names.

For purposes of temporary appointments, an employment list is considered not to exist
where there is an open eligible list that has three or fewer names of persons willing to
accept appointment and no other employment list for the classification is available. In
such a situation, an appointing power may make a temporary appointment in
accordance with section 265.1.
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Note: Authority cited: Sections 18502 and 18701, Government Code. Reference:
Section 5 of Article VII, California Constitution and Section 19050, Government Code.

§ 265.1. Counting Time for Temporary Appointments.

{a) A temporary appointment to a classification shall only be made when there is no
employment list for the classification. In no instance shall temporary appointments or
counting time as specified herein be used by an appointing power fo avoid or delay the
use of an employment list.

(b) Except as provided in subdivision (d), the 9-month in 12-consecutive months
working limit on temporary appointments, as set forth in Article VI, section 5, of the
California Constitution, shall be counted on a daily basis with every 21 days worked
counting as one month or 188 days equaling 9 months. When counting 189 days, every
day worked, including partial days worked and paid absences, is counted. The hours
worked in one day is not limited by this rule. The 12-consecutive month timeframe
begins by counting the first pay period worked as the first month of the 12-consecutive
month timeframe. The employee shall serve no longer than 189 days in a 12
consecutive month period. A new 189-days working limit in a 12-consecutive month
timeframe may begin in the month immediately following the month that marks the end
of the previgus 12-consecutive month timeframe or any subseguent month.

{c) The 189-days working limit set forth in subdivision (b) shall be calculated per-
emplovee, not per-agency.

(d) For student, youth, and seasonal classifications, a maximum work-time limit of 1500
hours within 12 consecutive months may be used rather than the 189-day calculation
set forth in subdivision {b).

(e) Persons hired as a retired annuitant into a temporary position are subject to
applicable retirement law requirements, including any wait-period restrictions and the
working restriction of 960 hours per fiscal year.

() The appointing power shall monitor and control the days worked to ensure that the
limitations set forth in this section are not exceeded.

(g) An appointing power shall periodically review temporary appointments to ascertain
the appropriateness of continuing to retain a temporary employee over a long period of
time. In accordance with section 26 of the Board's requlations, the appointing power
shall maintain written records of its periodic reviews and written records of the days,
months, and hours worked by temporary employees.
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NOTE: Authority cited: and Section 18701, Government Code. Reference: Section 5 of
Article VII, California Constitution and Section 19050, Government Code.

TITLE 2. ADMINISTRATION
Division 1. Administrative Personnel
Chapter 1. State Personnel Board

Subchapter 2. Career Executive Assignment Rules
Article 5. Examinations

§ 548.40. Competitive Examinations.

(a) Examinations for appointment to Career Executive Assignment positions shall be
competitive and of such a character as fairly to test and determine the gualifications of
candidates actually to perform the duties of the position to be filled. Examinations may
include, but need not be limited to, an assessment of the candidates' character,
education, experience, knowledge, skills, and ability. Examinations may be assembled
or unassembled, written or oral, or in the form of a demonstration of skill, or any
combination of these.

(b) Examinations may include a review of applications, use of supplemental
applications, appraisals of performance and executive potential, management
exercises, andfoer or structured interviews.

(c) The appointing power shall promulgate the job-]"elated evaluation criteria that will be
used to assess the qualifications of each candidate for the position. The appointing
power shall assess each candidate's qualifications for the position based upon the
evaluation criteria; and-shall compare and rank each candidate against all other
candidates based upon this assessment. Successful candidates shall be divided into 8

ranks based upon their scores#he#FsHank—shalLemsrstef—eandida#eswhe—reeewe

seeressh%kbe*eunded—te—the—neapeshﬁhele—pereem— Limited scoring examinations
may be used in the discretion of the Department or designated appointing power.
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Each candidate shall be notified in writing of his or her final score and ranking.

NOTE: Authority cited: Section 18701, Government Code. Reference: Sections 18546,
19889, 19889.2 and 19889.3, Government Code; and Alexander v. State Personnel
Board (2000) 80 Cal.App.4th 526.

§ 548.41. Examination Announcements.

(a) Hs-the-policy-of the-State-Personnel-Board-that-examinations Examinations for
appeintmentte Career Executive Assignment positions shall be publicized as widely as

appears practicable. When it is in the best interest of the State and of economy and
efficiency, examinations may be conducted with restricted publicity subject to the

approval of the executive-officer Degartmen Ihe—e*eeutwee#&eer—ma%authenze
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(b) Examination announcements shall conform to the provisions of Article 8, section

170.

NOTE: Authority cited: Section 18701, Government Code. Reference: Sections 18933
18035,185486, and 19889, 198808.2-and-49889.3; Government Code.

§ 548.53. Recordkeeping Requirements.

Appointing powers shall retain the following records in a systematic and orderly fashion
for a minimum period of five years from the date of creation of the record:

For each CEA examination, the appointing power shall maintain an examination file that
includes, but is not limited to, the content and scope of the examination publicity and
announcement; specific job-related evaluation criteria and selection procedures that
were used in the examination; documentation on how those criteria were applied to the
candidates; documentation as to the competitiveness of the candidates’s qualifications

relative to each other; and the appointing power's rationale for selecting the successful
candidate.

NOTE: Authority cited: Section 18701, Government Code. Reference: Section 19889,
Government Code.

Article 7. Appointments
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