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County of San Bernardino

JOB ACTION REQUEST


The Job Action Request (JAR) is used to complete personnel transactions.  The most common actions are, but not limited to, the following:

Submit to EMACS-HR (0030)
· Assignment to Vacant Higher Position - Exempt
· Concurrent Appointment (Additional Position)
· Demotion

· Employee Data Correction

· Extra-Help to Recurrent

· Extra-Help/Recurrent/PSE to Regular

· Job Change

· Level Change
· Modified Benefit Option Election
· Original Appointment 

· Promotion

· Reclassification

Submit to EBSD-Leaves Team (0440)
· Extended Leave*

· Return from Leave*

· 
Recurrent to Extra-Help

· Regular to Extra-Help

· Regular to Recurrent

· Reemployment/Rehire

· Return to Former Job Code Title 

· Step Change/Correction of Step

· Suspension*/Recall

· Temporary Performance of Higher Leve 

  Duties

· Termination*

· Transfer

*Effective dates for these actions are not necessarily the first day of the pay period.  Refer to applicable procedure
FORMS REQUIREd
MANDATORY FIELDS

Job Action Request(
Refer to JAR Spreadsheet Exhibit

General Information

Enter the beginning date of the pay period in which the action is to be effective.  Any effective date other than the beginning of the pay period (except for extra-help, recurrent, contract, and extended leave) must have prior approval by the Director of Human Resources.
Action/Reason

Refer to Action/Reason Codes Exhibit
POSITION NUMBER

The position number must be entered on the JAR.  If the position number has not been established in EMACS refer to the Position Number Request procedure for all Non-Regular positions.  Refer to department guidelines for individual procedures.

employee class

· None - Used for most General employees
· Overfill - Not generally used by the County

· Public Gathering - Used by the Sheriff’s Department for volunteers

· Returning Retiree - Retired County employee who returns to work on a temporary basis (not to exceed 960 hours per fiscal year)  Refer to Returning Retiree procedure
· Underfill – Used when a vacant budgeted position is filled with a Job Code Title at a lower rate of pay.  Can only be used for budgetary or trainee purposes.  Refer to Underfill procedure
officer code

· None - Used for most General employees
· Acting - Not generally used by the County

· Appointed - Exempt Group A and Group B that are in the unclassified service
· AVHP - Assignment to Vacant Higher Position
· Elected - Elected Officials

· Job Share - Two employees sharing one regular position

· Judge – no longer used by the County
· X Step – Rate of pay that exceeds the highest step of the salary grade/step of a specific Job Code Title
REGULAR SHIFT
· 1-Day

· 2-Evening (Swing)

· 3-Night (Graveyard)

· R-Rotating

STANDARD HOURS

Number of scheduled hours per week
DISCLOSURE CATEGORY
Certain government officials/employees are required to disclose their financial interests by filing a “Statement of Economic Interests” form (also known as Form 700). The filing requirement and category are determined by the position of the officials/employees. Please refer to “Conflict of Interest” section on the Clerk of Board website for detailed information.
union code
most commonly used union codes:

· ADM - Administrative Services
· AOU – Ambulance Operators
· ATY – Attorney Unit
· CLK - Clerical

· CLT - Craft, Labor & Trades

· CNT - Contract

· ELC – Elected
· EHS – Environmental Health Support Unit

· ESU – Emergency Services Unit
· EXM - Exempt

· Group A – Elected Officials
· Group B - Department Heads not in Group A and others designated by the County Administrative Officer

· Group C – Refer to Exempt Compensation Plan

· Group D – Refer to Exempt Compensation Plan

· FMU – Fire Management Unit


· GSU – General Fire Support

· Local 935 – Firefighters, Local 935
· MGT – Management
· NPD – Nurses Per Diem Unit

· NRE – Nurses Unit

· NRP – Non-Represented 
· ORD – Ordinance

· PRB – Probation Unit
· PRF – Professional Unit
· SAF – Safety Unit
· SFM - Safety Management & Supervisory
· SPO – Specialized Peace Officer

· SPS – Specialized Peace Officer Supervisory
· SUP - Supervisory

· TI - Technical & Inspection 

· WAS – Water and Sanitation Unit
SALARY PLAN/COMPENSATION
· Check yes or no in the MBO Elected box if employee has elected to enroll in the Modified Benefit Option. Indicate the employees MBO Holiday Schedule as Regular or Non-Regular. 
· Input the grade, step and compensation rate. If MBO is elected, the grade, step and compensation should be based on the MBO salary schedule.
JOB STATUS
· Active - Successfully completed probationary period of 1,040, 1,600, or 2,080 service hours, as applicable
· Assignment to Vacant Higher Position (AVHP) – Employees directed to continuously perform duties in a vacant higher level regular position.  Refer to Assignment to Vacant Higher Position (Exempt)or Temporary Performance of Higher Level Duties procedure
· Dual Fill – The appointment of two full-time employees to the same budgeted regular position for a limited period of time in order to facilitate training, make assignments to a position which is vacant due to an extended authorized leave of absence, or in an emergency
· Probationary - Uncompleted probationary period of 1,040, 1,600, or 2,080 service hours, as applicable
· Provisional - An appointment to a position of an individual who is not on an eligible list for the Job Code Title requested
· Trainee - An employee who is assigned duties that provide training and experience to qualify for a higher level Job Code Title

Automated Additional Pay Criteria

Use this section to initiate or cancel additional pay (i.e., bilingual compensation).  Not to be used for contract employees.

Note: Additional pays will be cancelled with any position number change

State tax data

If contract/MOU/salary ordinance provides for State Disability Insurance (SDI) coverage, check the Subject box.  Check the Exempt box for all other employees as they are exempt from the tax.

department comments

Use this section to provide additional explanatory information.

PAYROLL SPECIALIST RESPONSIBILITIES 

· Complete all mandatory fields for action requested.  Refer to JAR Spreadsheet Exhibit 
· Complete appropriate JAR packet 

· Retain copies for department file

· Submit original JAR packet to EMACS-HR or EBSD-Leaves Team as applicable

· Verify that EMACS has been updated to reflect the requested action

deadlines

Refer to Master Calendar for EMACS Processing

RELATED FORMS/Procedures

Checklist for Assignment to Vacant Higher Position-Exempt(
Checklist for Concurrent Appointment (Additional Position)(
Checklist for Contract to Regular(
Checklist for Demotion (Disciplinary Action)(
Checklist for Demotion (Voluntary)(
Checklist for Extra-Help to Recurrent(
Checklist for Extra-Help/Recurrent/PSE to Contract(
Checklist for Extra-Help/Recurrent/PSE to Regular(
Checklist for Job Change(
Checklist for Job Share(
Checklist for New Hire - Contract(
Checklist for New Hire - Exempt(
Checklist for New Hire - Extra-Help/Recurrent(
Checklist for New Hire - PSE(
Checklist for New Hire - Regular/Part-Time/Reemployment (Rehire)(
Checklist for Promotion or Reclassification(
Checklist for PSE to Extra-Help(
Checklist for Recurrent to Extra-Help(
Checklist for Regular to Contract(
Checklist for Regular to Extra-Help/Recurrent(
Checklist for Return From Leave(
Checklist for Return to Former Job Code Title(
Checklist for Step Change(
Checklist for Step Reduction/Restoration(
Checklist for Suspension/Recall (Disciplinary Action)(
Checklist for Temporary Performance of Higher Level Duties(
Checklist for Termination(
Checklist for Transfer without Promotion/Lateral Transfer(
Dual Appointment
Modified Benefit Option Election
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