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Types of Appointments

Definition of An gppointment is the approva or certification of an goplicant or employee to
Appointment  perform the duties and responsibilities of an established position subject to the
provisons of the State Personne Act. The sdection and appointment of dl
personnel into classfied gate service shal be made by the head of the agency
subject to find agpprova of the State Personnel Director. Listed below are the

types of appointments.

Probationary Individuds recaiving initid gppointments to permanent or time-limited permanent
positions must serve a probationary period. The probationary period is an
extenson of the sdlection process, and provides the time for effective adjustment of
the new employ or dimination of those whose performance will not meet
acceptable sandards. The maximum length of the probationary period shall be not
less than three nor more than nine months of either full-time or pat-time
employment from the actud date of employment. This includes time worked only;
periods of extended |leave do not count towards the probationary period.

Employees with a probationary appointment receive leave, tota state service credit,
retirement and hedth benefits. They are not igible for severance pay or priority
reemployment consderation.

Trainee A trainee gppointment may be made to a permanent position when (1) the job
specification includes specid provisons for a trainee progresson leading to regular
gppointment, (2) recruitment efforts fail to attract quaified candidates, (3) operating
need warrants a traineeg, or (4) the recommended gpplicant fails to meet minimum
State education and experience requirements.  The trainee gppointment, like the
probationary period, is aso an extenson of the sdection process, and provides the
time for effective adjusment of the new employee or imination of those whose
performance will not meet acceptable standards.

Employees with a trainee appointment receive leave, totd date service credit,
retirement and hedlth benefits. In reduction-in-force Stuations, trainees who have
completed sx months of service or who had a permanent gppointment prior to
entering a tranee appointment may recelve severance pay and priority
reemployment consideration.
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Per manent A permanent appointment is a permanent full-time aopointment to a permanently
full-time established position when the incumbent is expected to be retained in the
pogition on a permanent basis. A permanent gppointment shdl be given when (1)
the requirements of the probationary period have been satisfied, (2) an employeein
a trainee gppointment has completed dl training and experience requirements, or
(3) atime-limited permanent appointment extends beyond three years.

Individuals receiving initid appointments in date government mus firs serve a
probationary or tranee gppointment before being digible for a permanent
gppointment.

Employees with a permanent gppointment receive leave, tota State service credit,
retirement and hedth benefits, and when applicable, severance pay and priority
reemployment consideration.

Time-limited A time-limited permanent gppointment is an gopointment that has a limited duration
Permanent to:

. a permanent pogtion that is vacant due to the incumbent’s leave of absence and
when the replacement employee’ s services will be needed for a period of one year
or less,

- a timelimited permanent postion. If an employee is retained in a timelimited
permanent position beyond three years, the employee shdl be designated as
having a permanent appointment.

This type of gopointment is distinguished from a temporary gppointment by the
longer length of time, and from a regular permanent gppointment by its limited
duration.

Individuas receiving initid gppointments in gate government mus firgt serve in a
time-limited probationary gppointment before being digible for a timelimited
permanent gppointment.
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Time-limited Employees with a timelimited permanent gppointment receive leave, totd Hate
Permanent sarvice credit, retirement and hedth benefits. They are not digible for severance
(continued) pay and priority reemployment.

Temporary An gopointment for alimited term, normally not to exceed three to Sx months, to a
permanent or temporary position. Upon request, the Office of State Personne
ghal agpprove a longer period of time; but in no case shdl the temporary
employment period exceed twelve consecutive months.  Exception for students and
retired employees. Students are exempt from the twelve-months maximum limit. 1f
retired employees sgn a dtaement that they are not avalable for nor seek
permanent employment, they may have temporary appointments for more than
twelve months. “Retired” is defined as drawing a retirement income and/or socid
security bendfits.

Employees with a temporary appointment do not receive leave, total Sate service
credit, hedth benefits, retirement credit, severance pay, or priority reemployment

consderation.
Part-time An gppointment of |ess than full-time to a permanent or time-limited permanent full-
Per manent, time pogtion or to a permanent or timelimited permanent part-time budgeted
Traineeor position on a continuing basis.

Time-Limited
Employees with permanent part-time appointments that are 20-29 hours per week
ean leave benefits (prorated), total state service credit, and when applicable,
severance pay and priority reemployment consideration. They do not receive
retirement credit or hedth benefits, however, they may belong to the group hedth
plan by paying their own premiums.

Employees with permanent part-time appointments that are 30-39 hours per week
for a least 9 months per year earn leave benefits (prorated), total state service
credit, retirement credit, hedth benefits and when applicable, severance pay and
priority reemployment consderation.

Employees with gppointments that are less than 20 hours per week earn no
benefits.
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Temporary An gppointment of less than full-time for alimited term normaly not to exceed three

Part-Time to six months. Upon request, the Office of State Personnel may approve a longer
period of time but in no case shdl the temporary employment period exceed
twelve consecutive months.  Exception for students and retired employees.
Students are exempt from the twelve-months maximum limit. If retired employees
Sgn a satement that they are not available for nor seek permanent employment,
they may have temporary part-time gppointments for more than twelve months.
“Retired” is defined as drawing a retirement income and/or socid security benefits.

Employees with temporary appointments earn no benefits.

I nter mittent An intermittent gppointment may be made to positions needed only for intermittent
periods of time. The intermittent service of an individua shal not exceed atotd of
nine months during any continuous twelve-month period, except during extreme
emergencies when such periods of time shal be extended for the duration of the

emergency.

Employees with intermittent appointments earn no benefits.

Pre-Vocational  This gppointment is to be used to enable students to gain practica knowledge of

StUde_nt and further prepare for the particular occupationd area. A suitable plan for training

Appointment  ynder close supervision must be developed for the individua; in the case of a co-
operative, work-sudy, internship or smilar gppointment, the time schedule for
work must be determined.

A copy of the plan must be submitted to the State Personnel Director who is
responsible for determining an gppropriate sdlary. Upon successful completion of
thar training, individuds may be conddered for any vacant podtion for which
quaified. Work time spent in a pre-vocaional student gppointment may be
counted toward the required probationary period.

Note Certain benefits apply to students working in a co-operative
education program. This can be obtained from the Agency Personnel
Director.
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