 Request Form to Establish Flexible Staffed Position

Supervisor/Supervisor Designee/Point of Contact:
Name: Text.	 Phone: XXX-XXXX.	
Comments: Text.	
This form is used to provide essential information to the Division of Personnel and Labor Relations (DOPLR), Classification Services Section. This information, in addition to submitting the updated position description, is used for approval/denial of flexible staffing of a position. Flexible staffing is covered under Alaska Administrative Manual (AAM) 130.270.
NOTE: Not all job classes/positions are eligible or suitable to be covered by a flexible staffing agreement. The work of the position must exist at the highest level of the included job classes. For example, flexible staffing would not be appropriate for all positions in a unit as potentially all positions could be classified at the same level. The AAM may be reviewed at http://doa.alaska.gov/dof/manuals/aam/resource/130.pdf for further details.
Please submit this Request Form as an attachment with the affected PCN in the Online Position Description (OPD).  Please email questions you may have at doa.dop.classification@alaska.gov.
PCN: XX-XXXX.	 Department: Select.	
Division: Text	 Section: Text	
Current Job Class: Text.	
List below the requested job classes requesting to be flexed:
1) Text.	
2) Text.	
3) Text.	
4) Text.	
What is the reason for needing this position to be flexibly staffed?
Text.	 
Example: Recruitment Difficulty, Retention Difficulty, Workforce Development/Planning.  
Please provide information to the following: 
1. Is the position vacant or will be vacant when submitting to classification?
Yes ☐ No ☐
If position is filled, please provide justification for requesting flex staffing and verify that the position/incumbent is at the highest level.
Text.	 
	 
2. Does the work exist at the highest level in the series requested for flexible staffing? For example, if you are requesting an Engineer/Architect I/II/III; the highest level is the Engineer/Architect III.
Yes ☒ No ☐
3. If a successful candidate is hired at the lower level(s), how will the higher-level work get accomplished until the incumbent is trained to perform independently?
Text.	 
	 
4. Has the flexible staff training plan form been completed? See AAM 130.270 at http://doa.alaska.gov/dof/manuals/aam/resource/130.pdf  for list of requirements..
Yes ☐ No ☐
5. Are the duties in the training plan at each level different and equivalent to the work at that level?
Yes ☐ No ☐
a. Does the training plan match the duties outlined in the PD? If no, please revise the training plan to reflect the duties in the PD.
Yes ☐ No ☐
b. NOTE 1: Having the duties inside the PD identical at each level and placing “under direct supervision” for the lower level, and “independently or under direction” at the higher level(s) is not acceptable. The PDs must be distinctive at each level.  
c. NOTE 2: The training plan must be completed and attached to the PD when submitted in the Online Position Description.
d. NOTE 3: If the PD is received without a training plan or has an outdated training plan, the PD will be returned.
6. Is the training plan templated off another position? If so, what is the PCN?
Yes ☐ No ☐
Approved ☐  Disapproved ☐
_______________________________________ 	________________________
Classification Representation	Date
Comments:
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