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On occasion the need exists to hire an individual to perform work of a temporary nature.  A nonpermanent 
position may be established to meet this need.  A nonpermanent position may be established for several 
reasons: 
• to fill in for a permanent employee during a period of leave; 
• to perform the work of a vacant position during recruitment;  
• to perform a temporary work assignment or project;  
• to reduce a backlog, or  
• to perform the work of a newly authorized permanent position while the position is being created and the 

permanent recruitment is underway.   
 A nonpermanent appointment differs from an emergency appointment in that an emergency 
appointment is limited to 30 calendar days and may be authorized only under conditions necessitating 
immediate action to provide for work that must be continued in the public interest.  If time allows for the 
establishment of a nonpermanent position, an emergency does not exist and an emergency appointment 
cannot be made. 
 

Establishing Nonpermanent  
Positions 

 
 Establish a nonpermanent position by completing the Nonpermanent Position Request form 
available on the Division of Personnel web site at: http://dop.state.ak.us, under Quick Links, HR Forms: 
1. Complete the position status information at the top of the form. 
2. Select the reason for the request. 
3. Determine the expected duration of the position. 
4. Describe the reason for the request and the essential duties to be performed.  Provide sufficient 

information to determine the proper job class. 
5. Provide the name, title and phone number of hiring manager.   
6. Sign and date. 
� When the request is complete and approved by the proper division authority, forward the request to the 

department's Administrative Services Director (ASD) for review and signature as the certifying officer. 
� The ASD's signature certifies that sufficient budget authority exists to establish the requested position.  The 

ASD's office will provide the necessary funding source information and forward the original request to the 
Division of Personnel, Classification Section (Mail Stop 0201) for review.  

� The Classification Section will review the request, determine the proper job class, assign a position 
control number (PCN), establish the position in AKPAY, and notify the hiring manager and the ASD of 
the final classification action via e-mail.  The message will include the PCN, the job class, the position 
type, the effective date, and the expiration date.  The e-mail message will direct the hiring manager to 
either Technical Services or Employee Services to initiate the recruitment process. 

� Short-term nonpermanent positions are typically established for the maximum period allowed by the 
collective bargaining agreements.  Short-term positions in the General Government Unit may be 
established for up to 120 days.  Short-term positions in the Supervisory and Confidential Units may be 
established for up to 90 days.  If the work is expected to exceed 90 or 120 days (depending upon the 
labor agreement) a long-term position must be requested.  Short-term nonpermanent positions will not 
normally be extended. 

 
Hiring Nonpermanent  

Employees 
 
 After a nonpermanent position is authorized and established in AKPAY, the supervisor may initiate 
action to make an appointment.  The type of nonpermanent position determines the appropriate recruitment 
process.  Nonpermanent employees must meet the minimum qualifications of the approved job class. 

http://dop.state.ak.us


Nonpermanent Positions from A to Z 

FY 05 Issue 6 - Attach 1 Nonperm Reference.doc Page 2 10/1/2004 

 Long-term nonpermanent positions are typically filled through recruitment on Workplace Alaska. 
Complete a Workplace Alaska job request and work with Employee Services to initiate recruitment and 
ensure a legal hire.  Long-term positions may also be filled by a former employee eligible for rehire in the job 
class.   
 Nonpermanent positions in the Labor, Trades & Crafts Unit are filled by referral from the union 
hiring hall.  Contact Technical Services to initiate the job referral and ensure a legal hire. 
 Short-term nonpermanent positions may be filled through Job Service Referrals, Workplace 
Alaska, rehire, other approved methods or if you have known of a qualified and available candidate they can 
be appointed to the position.  Contact the Technical Services Section to initiate the recruitment and ensure a 
legal hire. 
 Applicants cannot be offered a position until hire approval is received from the Division of 
Personnel. 
 

Appointing Nonpermanent  
Employees 

 
 When the hire is approved and the job offer accepted, submit the completed hiring packet to 
Technical Services (Payroll).  The packet can be accessed on the Division of Personnel web site at: 
http://dop.state.ak.us, under Quick Links, HR Forms, Employee Packets.  
 Technical Services staff will review the hiring packet forms to ensure the employee and supervisor 
completed them correctly and process the action. The employee will be “appointed” in the payroll system 
and can then be paid. Timesheets received each pay period will be reviewed and processed by Technical 
Services to ensure accurate and timely processing during the period of employment. 
 

When a Nonpermanent  
Position Expires 

 
� On or about the 15th of each month the Classification Section provides each department with a list of 

nonpermanent positions that will expire the following month.  
� Technical Services contacts the supervisor concerning the pending separation and provides the 

necessary forms to complete the action. Upon receipt of the final paperwork Technical Services 
processes the separation action and final pay for the employee. 

� Incumbents may not work beyond the last day for which the nonpermanent position is authorized. 
� Short-term nonpermanent positions are typically established for the maximum period allowed by the 

labor agreements: they will not typically be extended beyond the contractual limit. 
Long-Term nonpermanent positions may be extended at the request of the department's Administrative 
Services Director.  Requests to extend these nonpermanent positions must be submitted to the 
Classification Section at least one week prior to the expiration date.   Requests to extend a nonpermanent 
position must include: 1) the PCN, 2) the class title, 3) the reasons the position cannot end on the 
established end date, and 4) the proposed new end date. 
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