
     STEPS IN THE HIRING PROCESS 
 
   The charts below indicate steps to follow when filling a vacancy.  All steps 
   marked with an “X” are mandatory and must be used in the selection process. 
   The other steps may be used at the agency’s discretion. 
 

 
 
 
 

AFSCME 

1.  Contract transfer within employing 
unit pursuant to Section 2 

2.  
Recall: within employing unit to class 
and status (FT or PT from which laid 
off) 

3.  Promotion, demotion, reclassification 
within employing unit ** 

4.  Contract transfer within employing 
unit of PT to FT and FT to PT 

5.  Contract transfer between employing 
units pursuant to Section 3 

6.  Recall between employing units to 
class from which laid off 

7.  Promotion or demotion between 
employing units or agencies ** 

8.  Contract transfer between employing 
units of PT to FT or FT to PT 

9.  Contract transfer between agencies 
pursuant to Section 4 

10.  Recall between agencies to class 
from which laid off 

11.  Recall to selected classes - Pick 15 

12.  Non-promotional new hires* and other 
opportunities  

 
 

 
 
 

SPOC 

1.  Contract transfer in the same class  

2. 

3. 

4.   Other opportunities 

 
 

IUP 

1.  Contract transfer within employing unit 
pursuant to Section 2 

2.  Recall 

3.  Contract transfer between employing 
units pursuant to Section 3 

4.   Other opportunities 

 
 

NON-CONTRACT 

1.  Recall 

2.  Other Opportunities 

 
 

 
 
 

NOTES: 
* An applicant list is required. 

** For promotions, an applicant list is required. 
Positions that are non-merit covered may not be subject to all of these provisions. 
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