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Appointing 
Authority

Manager/
Supervisor

Agency 
Human

Resources

DAS HRSD

Start

An emergency, short-term, or 
non-recurring workload need 
cannot be met with existing 

positions or establishment of a 
new position is not  appropriate or 

feasible

Complete Agency 
Temporary 

Appointment Request 
Form 

Make appointment using 
other appropriate 

recruitment sources

Complete conditions 
of Temporary 

Employment form 
(PD412)

Assign a new temporary 
number for the position 

number Send temporary 
appointment information 
packet to hiring manager/

supervisor

Forward signed conditions of 
temporary employment 
(PD412 )and personnel 
action request form for 

processing 

Review temporary 
appointment

Approve?

End

Are funds 
available? End

Is 
temporary 

needed for workload 
issues or to fill in 

behind an employee 
on approved

leave?

Assign existing position 
number of employee who 

is on leave for the 
temporary position 

number

Workload

Leave

HRSD06.05-A  
Temporary 
Extensions

Review documents 
for signatures, assign 

PA code

Does 
agency
input into 
PPDB?

Send signed 
paperwork to 

DAS HRSD for 
input

Process action in 
PPDB End

No

Yes

Process PA 
request into 
PPDB. File 

documents  in   
employee file

PA01.01
Appointments

End

Reports
Monthly Audit Report –
Temporary due to separate 
reports

Systems/Interfaces
PPDB
PB5D
OSPS
PERS Jclarity

Outputs
Personnel Action Form
Temporary Appointment Packet

Customers
Manager/Supervisor
Temporary Employee
Agency HR Manager
DAS Human Resources Services 
Division (HRSD)
Appointing Authority

Yes

No

Approved?

End

No

Are there any 
qualified individuals 
on the agency layoff 

list?

Yes

Offer temporary 
appointment to 
layoff individual

Did layoff 
individual 
accepted

offer?

Yes

No

No

Yes

No

Inputs
ORS 240.309; DAS HRSD policy 40.025.01, 
ORS180.140(3), 238.082, 240,307, 240.309, OAR105-
40-0040, SEIU Collective Bargaining Agreement 
Temporary Appointment Request form
Conditions of Temporary Employment (PD 412)
Request to Extend a Temporary Appointment (PD 412A)

Forms forwarded 
to supervisor for 

employee 
signature
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