Procedures for Assignment Changes within a Job Category   (Contracted Staff)

Employees wishing to be considered for a change in assignment, to work in another region, shall:

· In response to a specific assignment opening announced on the Assignment Line, provide a written request to the Associate Administrator and identified Regional Administrator on the Assignment Phone Line (x6555, then dial x6302) no later than the date identified in the announcement, which is within five (5) days of the assignment announcement.

· Note:  Employees are encouraged to check the Assignment Line (x6302), which is updated each Monday morning, to ensure assignment change requests meet the required timelines.  Announcements on the Agency’s Job Line (x6312), web site and Bulletin Board often run for extended time periods and are not advised for assignment change purposes because required timelines may be missed.

1. Realignment of current staff within the region can occur before announcing an assignment opening or identifying or posting a vacancy.  Vacancies are submitted for approval to the Associate Administrator.

2. When an assignment opening or approved vacancy (with its region) is announced on the Assignment Line, a written request to be considered for the specific assignment opening is to be provided by the employee to the Regional Administrator having the assignment opening and the Associate Administrator no later than the date identified on the Assignment Line.

3. The two most senior employees (who have submitted a written request as identified above) with at least three years of experience in their current district assignments will be given first consideration for reassignment, based on seniority rank.  The Regional Administrator having the assignment opening will conduct a conference with the employees, in order of seniority, to determine whether an employee is the most suitable individual for the open assignment.  Once an invitation has been extended for a conference, employees have 24 hours to respond.  This timeline will be lengthened to 3 days during the time period between June 15 and August 1.  The conferences may be conducted either face-to-face or by phone as mutually agreed upon.

a. Consideration and selection of the most suitable individual will be based on the following factors:

1. Knowledge, skills and interest of the individual

2. School, family and student needs

3. Regional considerations

4. Contractual provisions

b. The determination is made whether a most senior employee is suitable for the reassignment.  If one or both of the two most senior employees is not selected for the change in assignment, the Regional Administrator shall notify the employees in writing.

4. If a most senior employee declines first consideration for an assignment, the responsibility remains on the employee to request future assignment changes in writing within the identified timelines.

5. An employee may take up to 24 hours to make a decision on whether or not to accept an offer of reassignment.  If the two most senior employees decline or are not selected for the reassignment, the Regional Administrator may screen the remaining employees who have expressed an interest in the reassignment to determine whether other employees will be contacted for a conference.  

a. If the Regional Administrator would like to conference with an employee who has been in his/her current district assignment for less than three years, prior consent from the employee’s current Regional Administrator is to be obtained by the Regional Administrator who is conducting the conferences.

b. The consideration and selection criteria identified in 3(a) will be used.

c. Employees considered but not selected for a reassignment shall be notified in writing.

6.
In the event an Agency employee is selected for an open assignment, a different assignment opening may be created and, if so, is to be submitted to Human Resources by the Regional Administrator.  It will then be announced on the Assignment Phone Line.

7.
In the event no Agency employee is selected for the open assignment, the external hiring procedures can be initiated or continued.
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