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	This request may be subject to the Corrective Action Process (CAP) managed by the Compliance and Audit Division. Following an evaluation of the corrective action, applicable due process may be extended to the employee.

15.10 Modification of Personnel Actions: A personnel action that is the subject of an appeal may only be rescinded or modified with the approval of or on order of the Commission or a Referee. Otherwise:

(b) After the effective date of a personnel action, an appointing authority may only rescind or modify the action with the approval of the Director. 

	

	REQUEST INFORMATION

	REQUEST DATE
     
	AGENCY NAME
     
	PERSONNEL AREA 
     

	[bookmark: _Hlk164240310]EMPLOYEE NAME
     
	EMPLOYEE PERSONNEL NUMBER
     

	POSITION TITLE
     
	POSITION NUMBER
     
	PAY LEVEL
     

	EMPLOYEE STATUS
☐  PROBATIONAL       ☐   PERMANENT ☐  JOB APPOINTMENT    ☐   WAE

	EFFECTIVE DATE OF ACTION
     
	SCS RULE(S) 
     
	AGENCY POLICY 
     

	

	INDICATE THE TYPE OF CATEGORY FOR THE MODIFICATION OR RESCISSION BELOW: (Select all that apply)

	☐APPOINTMENTS
	☐HRIS ENTRY
	☐PAY CALCULATION

	☐DEMOTION
	☐JOB TITLE CORRECTION
	☐PERMANENT STATUS

	☐DETAIL TO SPECIAL DUTY
	☐MINIMUM QUALIFICATIONS
	☐ PROMOTION

	☐DISCIPLINE (Attach Discipline Letter(s)
	☐OPTIONAL PAY
	☐ REALLOCATION

	☐ HIRE
	☐OTHER: _____________________________________

	EXPLAIN IN DETAIL THE REASON NEEDED FOR THE MODIFICATION:
Provide a clear and detailed explanation of the issue or change in circumstances and why the modification is necessary.

	     









	EXPLAIN IN DETAIL WHAT CORRECTIVE ACTION IS BEING REQUESTED:
Please explain how the issue should be addressed. Describe the specific corrective action being requested, including any changes, updates, or adjustments needed to resolve the issue.

	     









	When effecting a corrective action relating to an employee’s status or compensation, the agency must adhere to Civil Service Rule 16.3:

(d) Corrective action may include, but is not limited to, rescinding an action and associated compensation, and the effecting of back-pay to an employee. 

(e) Corrective action which reduces an employee’s pay, lowers an employee’s pay grade, results in loss of permanent status, or nullifies an appointment, shall not become effective until the employee has been given notice of the reasons for the action, and a reasonable opportunity to respond.

	

	AGENCY INFORMATION

	Appointing Authority Signature 
     
	Date
     

	Human Resources Contact 
     
	Human Resources Phone
     
	Human Resources Email
     



	FOR CIVIL SERVICE USE ONLY

	☐  Confirmed No Pending Appeals for The Employee (If applicable)
	Date Confirmed
     

	Appeals Confirmation (Name)
     
	Consultant Name 
     

	CIVIL SERVICE APPROVAL

	Signature Of Civil Service Director or Director’s Designee
	Date Approved

	


	

	SCS Comments: 
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