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Certification Number Field Tips:

Enter information as indicated for these transactions or transactions involving the following job classes:

· Promotion by Reclassification use EWAV
· Voluntary Demotion use EWAV, only if in same position number.  All others must follow the ATC process

· Promotion to target class use TRCO 
· Temporary Worker Retiree use RETR
· When appointment is made as a result of a Stipulated Agreement use STIP
Remember: send a copy of the Stipulated Agreement to the Audit Review Specialist assigned to your agency (Toni: 860-622-2827 or Lisa: 860-622-2828)

· If the employee had prior permanent status in the class s/he is being appointed to, use PRST
· Vacant positions are subject to ATC Rules; a Certification Number must be entered in Job Data

Do not enter any information into the Certification Field for the following:
· Unclassified – leave field blank

· Emergency appointment – leave field blank

· Seasonal – leave field blank

· Student Laborer – leave field blank

· Per Diem – leave field blank

· General Worker (Inmate/Patient or Student) – leave field blank

· TSHC – leave field blank

· Demotion – leave field blank

· Transfer in Lieu of Layoff – leave field blank

· Failure of WTP – leave field blank

· Non-Permanent Appointments – leave field blank (EXCEPTION: Durational and Provisional appointments.  Durational and Provisional appointments are subject to ATC Rules and require a Certification Number.)

Employee Class Field Tips:

· Employee completes Working Test Period (Probationary Period):

· Action/Action Reason Code:  Data Change/WTC
· Effective date = the first day the employee is permanent in position
· Empl Class = Permanent

· Probation Date = remove date shown and leave this field blank

Transfers of Employees Across Agencies:
· Communication between agencies is crucial!

· Indicate specifics; i.e., is the transaction a transfer, promotion, demotion?

