CERTIFICATION DEFINITIONS





Standard (Agency, Statewide, Reemployment, & Open Competitive)


If you check this box, you will receive the names of the 6 top scoring employees on the register with promotional status in your agency.  If there are not at least 6 names on the register within your agency, other state employees on the register with promotional status will be added until the list is complete.  If the list does not then contain at least 6 names, the names of former state employees or non-state employees on the register will be added by score until the list is complete.  If there is a trainee register, trainees will be used to complete the certification if necessary.





Agency Promotional


If you check this box, you will receive the names of the 6 top scoring employees on the register with promotional status in your agency.





Statewide Promotional


If you check this box, you will receive the names of the 6 top scoring state employees on the register with promotional status (without regard for agency).





Agency / Statewide


If you check this box, you will receive the names of the 6 top scoring employees on the register with promotional status in your agency.  If there are not at least 6 names within your agency, other state employees with promotional status will be added until the list is complete.





Open Competitive (justification required)


If you check this box, you will receive the 6 top scoring names on the register without regard for employment status.





Transfers Only


If you check this box, you will receive the names of current state employees in the same job classification or pay grade who have been placed on the transfer register.  Up to 6 names by date placed on the register will be sent.





Demotions Only


If you check this box, you will receive the names of current state employees with status in a higher pay grade who are on the register.  Up to 6 names by date placed on the register will be sent.





�
Trainee Only


If you check this box, you will receive only the 6 top scoring employees on the trainee register with promotional status in your agency.  This cannot be requested in addition to any other type of certification.  To receive a regular trainee certification, check Standard.  This will provide you with the names of eligible trainees if the regular register does not contain enough names to complete the certification.  Trainees added to a Standard certification  are certified in order of score without regard to current employment status.





Reemployment (justification required)


If you check this box, you will receive the names of individuals formerly employed in this classification who have left state service and have applied for reemployment.  Names are placed on this list without a score (their previous work record was verified for acceptability).  Certification is made by date of resignation, sending the oldest names first until the list is complete.





Acting Capacity


If you check this box, you will need to specify other certification method(s) as well in order to receive a list.  A certification is required for all acting capacity appointments in excess of 90 days.





Direct Hire


Check this box if the classification is direct hire and no certification is required.  This should be used only in conjunction with Action Request A.








ADDITIONAL INSTRUCTIONS





Selective


If you check this box, you are asking BHR to review all persons on the register for certain characteristics.  You must furnish a justification for this type of certification and the specific criteria to be used in developing it.  You will receive the 6 top scoring names based on the certification type requested.





Include Transfers


If a transfer list is requested in addition to any other type of certification, BHR will certify up to 3 names of individuals in the same job classification or pay grade who have been placed on the transfer register.  Certification is made by date on placed on the register.





�
Include Demotions


If a demotion list is requested in addition to any other type of certification, BHR will certify up to 3 names of current state employees in classified competitive positions with status in a higher pay grade who are on the register.  Certification is made by date placed on the register.





Extended


If approved, you will receive additional names beyond the 6 normally provided.  These names may only be used to maintain a viable 6-name certification by replacing original names who either decline an interview or do not show for an interview.





Female


If you check this box, you receive the name(s) of female applicants if none are found among the initial 6 names.





Include Specific Transfer


You may request specific transfer candidates by name.  Simply check this item and enter the name(s) of the individual(s).  This may be requested in addition to any other type of certification.





Include Specific Demotion


You may request specific demotion candidates by name.  Simply check this item and enter the name(s) of the individual(s).  This may be requested in addition to any other type of certification.





