
Civil Service Department 

Request for Provisional Appointment Form 

PURPOSE: 

Item Number: 1.02 (FORM) 

Effective Date: 9/9/2018 

To establish a process for the review and authorization of provisional appointments to classified positions. 

RELEVANT RULES AND REGULATIONS/POLICY: 

Civil Service Rules and Regulations Section 43 and Civil Service Policy Section 1.02: 

"All provisional appointments shall be temporary and shall be valid only until a priority or eligible list becomes available 

for certification for the classification and is forwarded to the user department. However, no provisional appointment shall 

be valid beyond a 150 day period unless approved by the Commission." (Civil Service Rules and Regulations Section 43} 

"Extensions of provisional appointments may be approved by the Civil Service Commission, if an eligible list has not been 

established after the allotted 150 days. When an eligible list for the classification, in which the provisional employee is 

serving, is established the provisional appointee shall be removed from provisional status within a thirty day period." (Civil 

Service Policy Section 1.02} 

PROCESS: 

• Requesting department should contact Civil Service Deputy Director to determine if the request is needed.
• Requesting department completes Provisional Request Form.

o Civil Service completes Section I of this form. The requesting department completes Section II of this

form.
• Provisional Request Form emailed to Civil Service Department Executive Assistant (Rose Katsuki:

Rose.Katsuki@longbeach.gov).
• Provisional Request will be placed on the agenda for the upcoming Commission meeting
• At Commission meeting, department presents the need for a provisional appointment including: the

recruitment bulletin/job flyer and recruitment plan.
• Commission Approves/Denies request.
• If approved, department conducts provisional recruitment as planned.
• Once provisional appointee is selected, department completes HRl.

o Department should submit the provisional appointee's application, a signed Provisional Appointment
Statement of Conditions, and any required documents i.e. proof of license, education, certificate, etc.

o Civil Service receives and reviews paperwork for the provisional appointment. Civil Service will verify

that provisional appointment meets the minimum qualifications for the classification.
o Civil Service will notify the candidate of the conditions of the provisional appointment.

• Civil Service places the provisional item on the Consent Calendar.
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SECTION I. CIVIL SERVICE COMPLETES THIS SECTION: 

A valid requisition to fill the subject vacancy was received by the Civil Service Department for 

the classification in question. Yes

Include requisition number and date received by Civil Service: PD18-028 - Approved 12/14/17; 
PD18-051 - Approved 3/28/18

No existing priority or eligible list exists for this classification. No promotional, priority, or eligible 
list exists.

If there is an eligible list, when does it expire? None exists. The last eligible list expired on 8/13/18

Is any other department impacted? If yes, which department? No other departments are impacted.

Once the provisional appointee has been identified by the department, Civil Service will: 

SECTION II. REQUESTING DEPARTMENT COMPLETES THIS SECTION: 

DATE: 9/12/18 DEPARTMENT: Police Department 

POSITION: Customer Service Representative REQUISITION NUMBER: PDlS-028; PDlS-051 

NUMBER OF VACANCIES: 3 vacancies for CSR II 

In the space below, please include an explanation of a clear operational necessity to fill the position or a clear detriment 

to the City if the positon is not filled quickly. 

The Business Desk in the Police Department's Headquarters Building is staffed 24/7. In addition, the Customer 

Service Representatives also assist with Live Scan and ID Card processing. We have 50% of our positions vacant and 

overtime is being used to backfill due to the fact that constant staffing is required. We have an immediate and 

critical operational need to hire for these vacancies, especially when considering that a full background 

investigation will take 3-5 months to complete. 

RECRUITMENT PLAN/STRATEGY 

D Are you recruiting: D Internal Candidates D External Candidates l8'l Both 

l8'l How are you advertising for the position? (i.e. job flyers, governmentjobs.com, etc.) 

Job Flyer will be posted on NeoGov and job search websites, as well as sent internally and to community partners 

such as LB City College and CSULB. 

l8'l What is the length of your recruitment? 
    1 week

X

X

X

X

X

X

X

X Verify that the provisional appointee meets the minimum qualifications by reviewing the following items: 
provisional appointee’s application; a signed Provisional Appointment Statement of Conditions; proof of 
license, education, certificate, etc. DATE COMPLETED: 11/28/18

Provide notice to the employee that the request is scheduled to be on the Civil Service Commission 
agenda. Notify the candidate of attendance options and of the terms and conditions of the provisional 
appointment.   DATE COMPLETED:    11/28/18

Provide notice to the department that the request is scheduled to be on the Civil Service Commission 
agenda. 11/29/18

X
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Civil Service Department 

� What exam process will be administered? (i.e. interview or other testing)

The position is entry level so we will be conducting interviews with situational questions geared towards customer service 

and judgement/decision making. A preliminary screening question will also be included regarding the candidates ability 

to pass a thorough background process. 

� Did you Include a provisional language disclaimer on your provisional recruitment bulletin? 

(Disclaimer language to include in the beginning of your provisional bulletin: "This is a provisional opportunity. All 

provisional appointments are temporary and valid until a priority or eligible list becomes available for the 

classification. Provisional appointments are valid for 150 days unless extended and approved by Civil Service 

Commission. If you want to be considered for this position permanently, you must go through the Civil Service 

examination process. If you are not selected to fill the position on a permanent basis, your provisional appointment 

will be terminated. For City Employees: if you hold permanent status in another classification, you will be reinstated 

back to the position you held before the provisional appointment.") 

(Please note, Employees in the "feeder" classifications for the promotional opportunity have to be given equal and fair 

opportunity to demonstrate their abilities to function in the promotional position.) 

Yes ... provisional language was included on the bulletin 

In the space below include the Provisional Recruitment bulletin. Include: 1.) Job duties 2.) Minimum qualifications 3.) 

Provisional supplemental questions 4.) Copy of most recent job bulletin (attachment or copy and paste) 

See attached provisional job bulletin for Customer Service Representative II 
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