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UPDATE - Converting Job Appointment to Probational
Appointment

How do I convert a Job Appointment to a Probational Appointment without having to
re-announce via LaCareers?

As announced in HR Handbook Update 2013-0002 dated May 7, 2013, the HR Handbook
contains some revisions under the Staffing section relative to the process for converting a
job appointment to probational appointment. This Quick Tip replaces Quick Tip No. 42
dated September 18, 2009, explaining the process for updating the LaGov HCM system to
meet State Civil Service requirements.

Many agencies, as a result of funding and/or TO allowances, fill positions by Job
Appointment rather than Probational Appointment. This revision allows for the conversion
from job appointment to probational appointment using the authority of the original
certificate used to make the job appointment provided the job was announced using the
"classified" job type and contained no special note in the supplemental information
indicating that the list will be used for job appointment only (more information in the HR
Handbook found at
http://www.civilservice.louisiana.gov/HRProfessionals/HRHandbook/Chapter23.aspx ).

Reporting this activity to State Civil Service in LaGov HCM requires execution of a
transaction applying the following changes:

e Using the PA40 transaction, execute the Position Characteristic Change (PCC)
action



http://www.civilservice.louisiana.gov/HRProfessionals/HRHandbook/Chapter23.aspx

e Update the Action screen (Infotype 0000) with Action Reason ‘Resign/Prob
Appointment’. This properly records the movement from job appointment to
probational appointment without a change in agency, position number or job
title.

e Update the Organizational Assignment screen (Infotype 0001) by
maintaining text with language equivalent to the following: “This employee
was converted using original Exam Plan # ABC.” With this notation, the
Staffing division will not need to go back and check qualifications of the
appointee a second time.

e If granting Permanent Status using the authority of Rule 9.1(h), update

Contract Type (Infotype 0016) to ‘Permanent’ status and maintain text
citing this authority.

Questions? Call Data Quality Management at (225) 342-8294
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