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GCC’s Personnel Rules and Regulations for Classified Employees 

AMENDMENTS AND UPDATES 
AS OF November 17, 2014 

 
Public Laws and Court Cases have resulted in Amendments to GCC’s Personnel Rules and Regulations. 
They are as follows: 
 
CHAPTER 4 
The following provisions are in accordance with 5 GCA §10314. Acceptance of Applications, Filings and 
Forms for Services via the Internet.  
 
4.106 Acceptance of Applications 
 

C. Notwithstanding any other provision of law, all entities of the government of Guam, inclusive of 
autonomous agencies, shall provide for the acceptance of applications, filings and forms for 
services through their official website. If the nature of an application, a filing or a form does not 
allow for it to be accepted via the internet, the respective government entity shall explicitly 
state the reason on its website.  

 
CHAPTER 6 
The following provisions are in accordance with 4 GCA § 2103.12. Acting Capacity. 
 
6.009 Compensation Following Appointment in an Acting Capacity 

A. For positions which require the advice and consent of the Legislature may serve in an acting 
capacity for a period in excess of ninety (90) days.  
 

1. Any employee so appointed shall have the right to return to the position the employee 
held immediately before the appointment to serve in an acting capacity after the ninety 
(90) day period is exhausted. The time limitation of this section may not be 
circumvented by an interruption in the appointment to an acting capacity or by transfer 
back to the position the employee held immediately before the appointment for a 
period of less than three hundred sixty (360) days or by a temporary transfer to any 
other position for a period of less than three hundred sixty (360) days.  
 

2. In the event the legislatively confirmed head or director of GCC is a member of the 
Department of Defense or the Department of Transportation Reserve Component, 
including, but not limited to, the United States Navy, Army, Marine Corps, Air Force, the 
Coast Guard, or the Guam National Guard, and the individual’s Unit of Assignment 
receives a Unit call to active military duty for a period in excess of ninety (90) days, the 
President may appoint in an acting capacity a person who meets the qualification 
requirements for the position and is a classified employee of GCC, for a period of up to 
fourteen (14) months, or the duration of the confirmed head or director of GCC’s active 
military duty, whichever is shorter.  
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GCC’s Personnel Rules and Regulations for Classified Employees 

AMENDMENTS AND UPDATES 
AS OF November 17, 2014 

 
CHAPTER 8 
The following provisions are in accordance with 1 GCA §1000. 
 
8.502 Legal Holidays (page 95) 
 

Every Sunday 
1. New Year’s Day;  
2. Martin Luther King, Jr. Day, the third Monday in January;  
3. Guam History and Chamorro Heritage Day, the first Monday in March;  
4. Memorial Day, the last Monday in May;  
5. Independence Day, July 4th;  
6. Liberation Day, July 21st;  
7. Labor Day, the first Monday in September;  
8. All Souls’ Day, November 2;  
9. Veterans’ Day, November 11; 
10. Thanksgiving, the fourth Thursday in November;  
11. Our Lady of Camarin Day, December 8; and  
12. Christmas, December 25th.  

 
Whenever a holiday listed above falls on a Saturday or Sunday, the government of Guam shall 
follow the Federal government’s practice for that holiday.  
 
In addition to the holidays specified in above, I Maga’lahen Guåhan may declare by Executive 
Order additional non-permanent holidays for special purposes. No holiday declared by Executive 
Order shall be continued beyond the year in which the Executive  
Order is issued. 
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GCC’s Personnel Rules and Regulations for Classified Employees 

AMENDMENTS AND UPDATES 
AS OF December 13, 2012 

 
CHAPTER 4 
 
STATEMENT OF POLICY (page 9) 
This policy implements a system of recruitment and selection of employees in accordance with Merit 
System principles and Equal Opportunity guidelines.   
 
In accordance with §7118.1 Chapter 7 of Title 22 of the Guam Code Annotated, non-immigrant 
temporary workers are prohibited from participating in the decision making over any recruitment and 
selection of personnel. 
This section was signed into law on September 30, 2011 as P.L. 31-121 
 

4.200 EXAMINATIONS 
In accordance with §4101(c) Chapter 4 of Title 4 of the Guam Code Annotated, a mandatory 
skills assessment test is a requirement of for Government of Guam employment. 

This section was signed into law on November 26, 2012 as P.L. 31-254. 
 
 
APPENDIX C PRIORITY PLACEMENT 
 
In accordance with §4207 of Article 2, Chapter 4 of Title 4 Guam Code Annotated, the Appendix C 
Priority Placement have been reassessed with revised uniform guidelines. (See attached.) 
This section was signed into law on February 3, 2012 as P.L. 31-181. 
 
 
APPENDIX E POLITICAL ACTIVITY 
 
In accordance with §§51102, 5103 and 5105 of Chapter 5 of Title 4 Guam Code Annotated, the 
Appendix E Political Activity have been reassessed with revised guidelines.  
 
C. PERMITTED ACTIVITY 

 
2. An employee may engage in political activity to the fullest extent consistent with the 

restrictions set forth in §5103 of Chapter 5 of Title 4 GCA, so long as such activity does 
not materially compromise his efficiency or integrity as an employee, or the neutrality, 
efficiency or integrity of his department or agency.  Each employee specifically retains 
the right to register and vote in an election and, while not on duty and while not in a 
uniform identify him as an employee, to: 
 
d. Be a member, officer, or a delegate of a political party or other political 

organization and participate in its activities to the fullest extent consisting with 
§5103 
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D. PROHIBITED ACTIVITY 
 

(2)a. , b. , g., h., i., j., k., l., m.  (repealed) 
 

F.  INVESTIGATIONS BY CIVIL SERVICE COMMISSION 
 

b. The decision of the Commission shall include a determination of whether a 
violation of §5103 has occurred and whether a violation warrants the removal 
of the employee from his employment.  Should the Commission determine that 
the removal of the employee from his employment.  Should the Commission 
determine that removal is not warranted but that a violation of §5103 did occur, 
a penalty of not more than thirty (30) days’ suspension without pay shall be 
imposed at the direction of the Commission.   

This section was signed into law on June 15, 2012 as P.L. 31-217. 
 
 
APPENDIX F EQUAL EMPLOYMENT OPPORTUNITY  
 
A. APPLICABILITY 

 
The regulations in this Chapter shall apply to all employees and applicants.  Notwithstanding any 
other provision of law, rules or regulations, unclassified, contractual, temporary and other non-
classified employees may file complaints for sexual harassment in the same manner that 
classified employees may file such complaints.  Unclassified, contractual temporary and other 
non-classified employees are entitles to all rights, privileges and remedies that are afforded to 
classified employees to resolve sexual harassment complaints.  

This section was signed into law on November 8, 2011. 
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GCC’s Personnel Rules and Regulations for Classified Employees 

AMENDMENTS AND UPDATES 
AS OF September 09, 2011 

 
Public Laws and Court Cases have resulted in Amendments to GCC’s Personnel Rules and Regulations. 
They are as follows: 
 
CHAPTER 3 
The following provisions are in accordance with Title 4 GCA Sections 4203.2 and 4203.3, Title 9 GCA 
Chapter 25 and the Family Violence Act. 
 
3.300 CONVICTED FELONS (page 8) 
The following provisions are in accordance with Title 4 GCA Sections 4203, 4203.2 and 4203.3, Title 9 
GCA Chapter 25 and the Family Violence Act. 

A. No person using intoxicating beverages in excess, or narcotic or other mind-altering drugs which 
are used unlawfully, shall be appointed or retained in any office, appointment or employment in 
the College.  

Title 4 GCA Sections 4203(§ 4132 GCA, as reenacted by P.L. 16-23) 
B. No person who is convicted of a felony concerning family violence (not a misdemeanor) after 

August 14, 1998 is eligible to hold a managerial or supervisory position.  
Title 4 GCA Sections 4203.2(Added as Section 5 (unmodified) of P.L. 24-239. Codified by Compiler) 

C.  No person convicted of a sex offense under the provisions of Title 9 GCA Chapter 25 or an 
offense in any jurisdiction which includes, at a minimum, all of the elements of said offenses, or 
who is listed on the Sex Offender Registry shall work in the College.  

Title 4 GCA Sections 4203.3(Added by P.L. 28-24:1. Amended by P.L. 28-98:1 (Feb. 7, 2006)), Title 9 GCA 
Chapter 25 and the Family Violence Act. 

 
CHAPTER 4 
 
4.02 Filling of Vacancies (page 9) 

B. In accordance with Title 10 GCA Section 25103, all applicants selected and offered employment 
with the College must have a physical examination, including a test for tuberculosis (skin or x-
ray) performed and found free of communicable diseases by a physician licensed to practice 
within a state or territory of the United States prior to starting employment. 

This Chapter was added as ''9550-9550.4 of the Government Code by P.L. 15-96. 
 

4.203 Educations and Experience (page 16) 
A. In accordance with Title 4 CGA Section 4101 (c), All new employment in the service of the 

government of Guam shall have, as a reasonable measure of job performance, minimum 
requirement of high school diploma or a successful completion of General Education 
Development (GED) test or any equivalent of a general education high school program, 
apprenticeship program or successful completion of certification program, from a recognized, 
accredited or This Subsection shall not be applicable to the Summer Youth Employment and any 
person with a disability which prevent him or her from complying with this Section consistent 
with the Americans with Disabilities Act or its successors laws. 
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Title 4 GCA Section 4101 (c), § 4101 GCA, as reenacted by P.L. 16-23. Subsection (c) added by P.L. 26-87:2 
(effective May 18, 2002); amended by P.L. 27-61:1 (Dec. 22, 2003), P.L. 29-100:2 (July 22, 2008), P.L. 29-
113:VI:36 (Sept. 30, 2008). 
 
Chapter 5  
 
POSITION CLASSIFICATION SYSTEM AND COMPENSATION PLAN (page 44) 
Pursuant to Public Law 28-068:IV:47 all references to the Civil Service Commission in this chapter should 
be read the Director of Administration. 
Title 4 GCA § 4103.1, as added by P.L. 16-111; amended by P.L. 16-114. Repealed and reenacted by P.L. 
21-59:7. Amended by P.L. 28-068:IV:42 (Sept. 30, 2005), effective January 1, 2006, pursuant to P.L. 28-
068:IV:47; reference to Civil Service Commission changed to Director of Administration. 
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PRIORITY PLACEMENT PROCEDURE 
 

PURPOSE 
 
To establish uniformed guidelines for the government of Guam in case of a need to transfer functions, 
abolishment of positions, demotions, lack of work or funds, or reduction in force.  
 
STATEMENT OF POLICY 
 
It is the policy of the government of Guam to promote stability of employment of permanent classified 
employees affected by changing manpower requirements and to provide maximum opportunity for 
placement in the Executive Branch of the government.  Consistent with the policy, a strong Priority 
Placement Procedure shall be maintained to minimize the adverse affects on employees caused by 
actions required for the effective management of government such as, but not limited to, consolidation, 
transfer of functions, lack of work or funds, position classification decisions or reduction in force.  
 
I. Coverage 
 
 A. DEPARTMENTS AND AGENCIES 

 
This procedure is applicable to all departments, bureaus, agencies, commissions, or 
other instrumentalities, whether autonomous, semi-autonomous, or non-autonomous 
in the Executive Branch of the government. 

 
 B. EMPLOYEES 
 

This procedure covers all probationary and permanent classified employees who are to 
be or have been issued notice of impending demotion or separation due, but not limited 
to, consolidation, transfer of functions, lack of work or funds, position classification 
decisions or reduction in force.  
 
 

II. RESPONSIBILITIES 
 

A. All department and agency heads shall assure efficient operations of these procedures 
within their respective department/agency and shall insure that all managers, 
supervisors and department officials comply with these procedures.  
 

B. Annually, all department and agency heads shall issue a written statement of support to 
their employees for these procedures and shall insure that all managers and supervisors 
comply with these procedures, and that employees are notified with respect to these 
procedures. 
 

C. All personnel offices are responsible for the effective administration of these placement 
procedures, for counseling employees on the provisions of these regulations, and for 
informing department heads, managers, supervisors, and employees on the placement 
requirements. 
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D. Affected employees shall be responsible for notifying the respective personnel office of 
any changes to their employment status i.e., availability, latest address and telephone 
number, lowest acceptable salary, etc.  
 

E. The Civil Service Commission shall monitor and enforce compliance of these procedures.  
 
 
III. ADVANCED PLANNING 
 

Whenever a consolidation, transfer of functions, lack of work or funds, position classification 
decisions or reduction in force occurs within a department or agency, the following actions shall 
be carried out: 

 
A. The department/agency head shall immediately inform, in writing, the servicing 

personnel office of the positions impacted and the number of employees 
affected.  A copy of the notice shall be provided to all personnel offices within 
the Executive Branch and to the Civil Service Commission. 
 

B. Immediately upon receipt of notice, all other personnel offices shall forward the 
servicing personnel office and the Civil Services Commission, a listing of all 
position vacancies.  Position vacancy listing shall continue to be provided on a 
monthly basis as long as there are employees on the Priority Placement List who 
have not been matched to appropriate positions.  
 

 
IV. DURING THE NOTICE PERIOD 
 

A. The servicing personnel office shall be responsible for the following actions: 
 
1. Obtain from each affected employee a list of positions, but not more than ten, 

to which they wish to be considered, to include the lowest pay grade 
acceptable, and a complete application form.  Affected employees, in 
determining this listing, shall be provided a copy of the position vacancy listing.  
 

2. Review applications of employees to determine qualifications to positions 
indentified for consideration. 
 

3. Based on positions identified by affected employees, established and forward a 
Priority Placement Listing to all personnel offices for placement assistance.  
 

4. Immediately upon receipt of the Priority Placement Listing, all personnel offices 
shall freeze all recruitment action and review all vacancies within the respective 
department(s) for placement assistance, including all classified positions 
encumbered by unclassified employees appointed on a 120 basis.  
 

5. An offer of a position vacancy matching the Priority Placement Listing shall be 
immediately made to the employee and the releasing department will be 
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immediately notified of the placement.  A copy of the appointment action shall 
be submitted to the Civil Service Commission. 
 

6. If there are more priority placements to be made then there are vacancies, 
placement shall be based on retention points where by those employees with 
the highest retention points shall be given first offer of employment. 
 

7. In those instances where inadequate position vacancies exist to those position 
classifications were employees have indicated an interest in, but where there 
are existing positions in the classifications of interest which are filled by 
temporary unclassified appointments (120 days), the personnel office shall 
contact the department head where the position(s) exists to inform him that the 
120 days appointment(s) shall be terminated in order to place a priority 
placement eligible. 
 

B. Qualification Dispute – The gaining personnel office is not authorized to disqualify a 
priority placement employee without the mutual agreement of the releasing personnel 
office.  Disagreements of qualification of a priority placement employee shall be 
submitted to the Civil Service Commission. 
 

C. Priority placement shall be applicable in those instances, where an affected employee is 
being considered for promotional opportunities to position levels higher than the 
position held prior to the demotion or reduction in force action.  

 
 
V.  AFTER THE NOTICE PERIOD 
 

Notwithstanding any other provision of law or regulation, all personnel offices shall continue to 
monitor their vacancies and offer priority placement assistance, as provided in Section IV of 
these procedures, to affected employees for a period of two years, or until such time that the 
affected employees are matched to a position of not less than that prior to demotion or 
reduction in force.  
 
 

VI. RECORDS AND REPORTS 
 

A. Each personnel office shall maintain for a two year period, an individual folder of each 
affected employee.  The individual folder shall contain the following information. 
 
1. Employee’s name 
2. Date(s) or counseling 
3. Position title, pay grade and salary prior to layoff or demotion 
4. Most recent application form 
5. Offers received, accepted or declined 
6. Date removed from the priority placement listing and reason (i.e. acceptance of 

position, request by employee, etc.) 
7. Current address and phone number 
8. Any additional relevant information. 






































































































