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All department requests to add temporary/extra help employees to regular, permanent certifications 
on the Self-Certification (EC) lists shall meet all of the following criteria: 

 
A. Clerical Support and Service and Maintenance Components: 
 

1. All requests must be in writing to the Personnel Director.  Typically, this means 
the normal requisition with an accompanying note. 

 
2. The temporary/extra help employee must have been hired on as temporary/extra 

help through the Self-Certification (EC) System in the same exact classification as 
the permanent requisition. 

 
3. The temporary/extra help employee must have a current application on file in the 

EC System at the time the requisition is received by Personnel. 
 

4. All candidates certified shall be interviewed for employment consideration as with 
a regular recruitment.  The added names will be considered on an equal basis with 
no special preference given. 

 
 
 
 

 
 
 


