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Any supervisor or employee late a request for Job Rotation assignment after
careful evaluation of other available workforce strategies. Job Rotation may be within
an office, division, bureau or program area, or between an office, division, bureau,
program area or region of Health Services or other program areas of the agency.

All employees in Health Services who have completed their probationary period and
have permanent status in their current position are eligible to participate in Job
Rotation.

An employee on Job Rotation assignment shall normally remain in the same position
number and classification and shall retain all rights, benefits and privileges of the
position.



The sending supervisor and employee should determine how the employee's current
job duties will be performed before proceeding with a Job Rotation Agreement.

The sending supervisor, receiving supervisor and the employee shall collaborate to
determine the duration of Job Rotation. Rotations may be "Whole Job" Rotations,
Half time or One Day a Week Rotation. Rotations can also be based on an allocation
of time where an employee works at their regular job for specific periods (like
afternoons) and during the rest of the day they rot nother job.
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Before comp he employee, the sending
supervisor and Vi meet briefly to discuss the possibility
of Job Rotation, the 7 me frames, schedules, hours, etc. so that
details can be arrange d. A Job Rotation request can be denied if it
cannot be balanced wit 2ds of Health Services.

If travel expenses are involvediiin'the Job Rotation assignment, the receiving area will
be responsible for payment of travel expenses, unless other payment arrangements
are made and agreed to by the parties involved.

If acceptable by all parties, the receiving supervisor completes the agreement that is
signed by the employee, the sending supervisor and office, division, or bureau
directors.

Copies of the signed agreement should be submitted to all parties. The original,
signed agreement should be forwarded to the respective personnel coordinator in the
Regions or the Human Resources Office in Health Services Central Office where it
will be



recorded toward workforce planning efforts and maintained in the employee's personnel
file.

If the rotation assignment is extended or terminated, the extension or termination should
be documented by memorandum, signed by all individuals on the original agreement
and copied to all parties, including the Region Personnel Office or Central Office Human
Resources Office.
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