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SUBJECT:
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SECTION:
Employee Services/Programs

______________________________________________________________________________
 I.
PRACTICE



A.
Statement of Policy and Purpose



The following practice and procedure is established in accordance with Wisconsin Statute, Wisconsin Administrative Code, and the Wisconsin Personnel Manual - Administration, Classification and Compensation.



It is the policy of the Department of Military Affairs to pay employees at the appropriate level for the work being performed.  Therefore, if a review of the duties and responsibilities assigned to a filled position indicates a different classification level is more appropriate, a request for classification review should be initiated to determine if the position should be reclassified or reallocated and the incumbent regraded.



The civil service system and affirmative action policy require equal employment opportunity for all employees.  All classification decisions, including regrading of incumbents, shall be done on a nondiscriminatory basis.  Because delegation of work assignments has a direct bearing on advancement opportunities, consideration must be given to all employees prior to assigning higher level duties to a filled position.



It is the joint responsibility of State Human Resources (SHR) and the supervisor to insure that positions are classified correctly.  This policy recognizes that SHR is best able to ensure classification decisions are made in accordance with state personnel policies and procedures, and that supervisors are best able to evaluate that the specified training, experience and desired performance level has been achieved by the individual employee. 



B.
Applicability



The practice and procedure described in this document apply to permanent nonrepresented and represented employees and persons serving in project 




appointments.  They do not apply to unclassified and limited term employees. 


C.
Delegation of Authority



The Department of Employment Relations (DER) has primary responsibility for all classification actions within State Service.  The DER delegates certain classification decisions to individual agencies.  The Adjutant General, through SHR, has full authority to approve certain classification actions as indicated in the delegation agreement between DER and the Department of Military Affairs. 


D.
References



ss.230.09, 230.15, Wis. Stats.; ER 2, 3, 29.03(3) and 29.05, Wis. Adm. Code; Chapter 332, Wisconsin Personnel Manual - Administration, Classification, and Compensation.


E.
Definitions



Classification:  The assignment of a position to a specific job title and pay range based on the nature and level of the assigned duties and responsibilities.



Position:  A group or set of duties and responsibilities which require the services of an employee on a part-time or full-time basis.



Allocation:  The initial assignment of a position to the appropriate class.



Reallocation:  The assignment of a position to a different class based upon:

· A classification survey resulting in a change in concept of the class or series, the creation of new classes, the abolishment of existing classes, or a change in the pay range of the class;

· The correction of an error in the previous assignment of a position;

· A change in the level of accountability of a position, such as that resulting from a reorganization, when the change in level of accountability is the determinant factor for the change in classification; or

· A logical change in the duties and responsibilities of a position.



Reclassification:  The assignment of a filled position to a different class based upon a logical and gradual change to the duties or responsibilities of a position, or the attainment of specified education or experience by the incumbent.



Regrade:  The determination that the incumbent of a filled position which has been reallocated or reclassified should remain in the position without opening the position to other candidates (competition).  Note:  Employees in a special internship position or on a temporary interchange may not be regraded.



Competition:  The act of opening a position to other candidates.  If it is determined that a filled position should be opened to other candidates, the position could be filled through many different transaction types such as promotion, transfer, demotion, reinstatement, etc.



Progression Series:  A classification grouping whereby the position standard identifies an entry and full performance objective level and may also include intermediate (developmental) levels.  Employees in these classifications typically move from the entry through the objective level on the primary basis of their ability to perform the established duties with an increasing degree of independence.



Objective Level:  The classification level which any employee in any position allocated to that classification series can reasonably expect to achieve.  That maximum class level is then determined to be the objective level for all positions with similar duties and responsibilities, in that series, within the employing unit.


F.
Changes to the Duties or Responsibilities of Filled Classified Positions



EFFECT OF JOB CHANGES ON EMPLOYEE STATUS


The duties and responsibilities of a filled position may change for a variety of reasons, including changes in technology, program goals or organization.  A supervisor has the right to assign and reassign duties to an employee based on the needs of the work unit and a responsibility to insure that the work assigned is performed and recorded.  Depending on the nature of the change, the position's classification may or may not change and the employee may or may not have rights to remain in the position.  Job changes which might affect the position's classification should be submitted to SHR for review.



A supervisor may assign work at levels above or below the current classification for short periods of time (normally less than six months) without requiring an updated position description and without the assignment affecting the classification of the position.  If the job assignment is of a permanent nature and substantially different than what appears on the position description, a new position description should be written.  A specific assignment of a temporary nature is not the basis for a classification review unless it is indicative of the employee's ongoing responsibilities.



FORMAL RECOGNITION OF CHANGES IN POSITION


A supervisor should recognize and record significant and permanent changes in an employee's assigned duties and responsibilities by updating the employee's "Position Description" (PD) (DER-DCC-10) as the changes occur and submitting the PD to SHR.  A PD so updated should include the word "Update" in block 2 of the PD form.



At a minimum, PD's should be reviewed during the annual Performance Planning and Appraisal process.  Supervisors and employees are encouraged to keep records of job changes, including the following:  What new duties were assigned? When?  Why?  What old duties were removed?  When?  Why?  How have duties become more complex?  What contacts does the employee have with others?  What kinds of problems are solved?  Independently?  As part of a team?  The rationale for the job change is also important to document.  Have new program responsibilities been added?  Has additional work been assigned because of staff changes?  These records assist greatly in updating PD's and documenting job change.



Note:  PD's should not contain High Important Job Content Questionnaire (HIJC) rating information.  This information is only used in the staffing process and is not needed in the classification analysis of filled positions.



CHANGES IN A POSITION WHICH AFFECT ITS CLASSIFICATION



The duties and responsibilities of a position may change to the point where the position may be more appropriately classified in a different job classification.  Changed duties and responsibilities may have either a positive effect on the position (upgrading) or a negative effect (downgrading), depending on the nature of the changes.



When a supervisor and/or an employee believes that a position should be assigned to a different job classification, a request for classification review should be submitted to SHR according to the procedure specified below.  



A supervisor should consider the following points before recommending a position reclassification or reallocation.


Positions, not persons, are classified.  Such factors as an employee's current pay rate, length of service, special training or experience not required for the work of the class, or job performance normally do not justify a classification action, nor does volume of work unless it significantly affects the complexity and/or responsibility level of the position in question.  Also, outside offers or a salary increase granted another employee are not adequate bases for such requests.



Before a position can be reclassified or reallocated and the incumbent regraded, all of the following conditions must be met:

· the level, complexity, and nature of the changed duties and responsibilities assigned to the position must be more appropriately described by another job classification.  Since any given position will change over time, it is necessary that the growth in duties and responsibilities be so substantive that the changed position meets the classification specification requirements for a new classification. 

· the changed duties and responsibilities which provide the justification for reclassification or reallocation are the result of a logical and/or gradual outgrowth, in terms of type and level, of the duties and responsibilities which the employee was hired to perform or which were assigned to the position the last time it was formally reviewed for classification purposes.




Logical changes are changes which are reasonably related to the previous duties or responsibilities of the position.  Generally, if the changes are reasonably related to the previous duties, satisfactory performance of the original duties or responsibilities of the position should provide any incumbent with a reasonable expectation that the changed duties or responsibilities will be satisfactorily performed.  Changes to more than 50% of the duties and responsibilities of the position are not considered a logical change but rather are considered the creation of a new position.  Initial assignment or complete removal of leadwork, supervisory or managerial duties or responsibilities are not logical changes.




Generally, changes are not gradual if they 1) involve a significant portion of a position (more than 25%) and occur abruptly (over a period of less than six months), 2) result from a reorganization, changes in the equipment used to perform the work or a reassignment of duties from a vacant or abolished position, or 3) result from the removal of a supervisory reporting level.

· the changed duties and responsibilities being cited as justification for reclassification or logical change reallocation must have been satisfactorily performed by the employee for at least six months.  This six month period may include a portion of a trial or probationary period. A maximum of three months of a six month probationary period may be used if appropriate justification is provided.

· the employee must have satisfactorily attained any specified training, education or experience if the position is identified in a classification series where the class levels are differentiated on that basis.  

· the employee must meet any special qualification requirements of the job classification to which the position is reclassified or reallocated (e.g., licensure or registration).



Even though changes in the position may have been logical and qualify as a reallocation, or logical and gradual and qualify as a reclassification, it may be more appropriate that the position be filled by competition.  Competition may be required in the following circumstances (this list is not all inclusive):
· A position is assigned duties and responsibilities which warrant a higher or lower classification level and such assignments could reasonably have been assigned to other positions.

· A position is assigned the duties of a vacant position for which competition was held and subsequently cancelled.

· A position is given an initial assignment of leadwork, supervisory or managerial duties and responsibilities, or such duties and responsibilities are completely removed.



SHR staff are available for consultation on potential classification actions.  Consulting with SHR often aids in deciding whether and how to proceed with a formal request for classification review.

II.
PROCEDURE



A.
Reclassification Process




1.
General




Either the supervisor or the employee may initiate a request for reclassification.  An informal discussion between the supervisor and employee should precede the formal initiation of the reclassification process.  This meeting between the supervisor and the employee should include a discussion of the duties and responsibilities assigned and performed by the employee, including the level of supervision, and any questions regarding performance.




2.
Supervisor-Initiated Request




Supervisors may formally initiate a reclassification request on behalf of their employees.  Such a request is processed as outlined in the following three steps.





STEP 1 - PREPARE THE POSITION DESCRIPTION (PD)



The first step a supervisor and/or employee should take to have a position reviewed for proper classification is to ensure the current PD accurately describes the duties and responsibilities of the position.  If changes have occurred, a new PD should be developed.  In addition, all changes which have occurred since the position was last classified should be documented.




If there is a discrepancy between what the employee feels (s)he is doing and what management determines are the assigned duties of the position, every attempt should be made to resolve differences before the final PD is prepared.  If no agreement can be reached, the final PD should reflect the duties assigned by management, the employee should be instructed to perform the duties as described and the employee should be requested to sign the PD as an indication of awareness of the assigned duties, but not necessarily of agreement with the assignment.




STEP 2 - PREPARE THE RECLASSIFICATION REQUEST PACKET AND FORWARD TO SHR



Before submitting a reclassification request, the supervisor should review existing class specifications (copies are available from SHR) to determine which class best defines a majority of the duties performed by the position. The supervisor should compare the duties to the general class definitions and work examples of the different class levels in the appropriate series to identify the appropriate class level.  The supervisor should also discuss the proposed action with the position's lead worker and senior staff members, as appropriate, to ensure there is agreement.   Other work units/directorates should also be consulted if the employee's work is important to them.




After the PD, "Request for Classification Review Form" (Attachment), and related materials have been prepared and routed internally for necessary approvals, the supervisor or designee will review the materials to ensure that 1) all items are correctly filled out and signed, and 2) the required attachments are included.  The request and appropriate materials are then forwarded to SHR.





Submit the following documentation to the SHR office:

a.) Updated Position Description (including Confidential Exclusion Analysis or Supervisor Exclusion Analysis Form, if appropriate). Note:  Identify the current, not proposed classification, in block 6.  Also, be sure the level of supervision has been checked in block 16a.  The PD must be signed and dated by the supervisor and employee.  Additional pages must be initialed and dated. 





b.)
Updated organizational chart.





c.)
Completed Request for Classification Review Form identifying:






1.)
Changes to the position's duties and responsibilities.






2.)
Comparisons to the selected class specifications.






3.)
Comparisons to other agency positions at the requested class level.  (For some positions, the appropriate comparison may be to positions performing similar work at other state agencies.)






4.)
Specific examples of work assignments the incumbent has performed in the last six months which support the request.  Include any documentation of special assignments or projects that have developed or occurred and their extent and duration.






5.)
Explanations regarding the effect the changes may have had on other positions in the unit.






6.)
If it appears that legitimate questions could be raised as to whether the personnel transaction should be reclassification or a competitive examination, an explanation should be provided as to why the changes in the duties and responsibilities which justify the proposed class should be considered logical and gradual changes.  Such an explanation should include when and why these changes occurred.





d.)
Examples of written work products and other materials in support of the request, as appropriate.





STEP 3 - THE RECLASSIFICATION REQUEST IS REVIEWED IN SHR




Upon receipt, SHR will review the request for completeness, log it in and set an effective date.  A request is not considered complete and an effective date (see page 12) will not be established unless all the required documents have been submitted.  At a minimum, the request must include the PD, organization chart, and completed "Request for Classification Review Form."  Requests that are incomplete will not be logged in, but will be returned to the requestor for proper completion.



After being logged, the reclassification request is assigned to a Human Resources (HR) Specialist for class analysis.  The HR Specialist reviews the reclassification request, the PD(s) and related materials to determine if the request meets the basic conditions for reclassification as specified. The HR Specialist analyzes the request and determines the appropriate job classification which best describes the duties and responsibilities of the position.  Typically, this includes an analysis of the old and new PD's in relation to the classification specifications and agency allocation patterns, as well as a comparison to other positions within and outside the agency performing similar work.  The HR Specialist also ensures that the new PD accurately reflects the duties and responsibilities assigned to the position, and also verifies that the employee has been performing such work in a satisfactory manner for a minimum of six months.




The HR Specialist may also conduct an "audit" of the position with the employee, the supervisor and other individuals with direct knowledge of the position.  An audit will be necessary if the rationale for the request is not apparent or support documentation is lacking.  The scope of the audit and the amount of time needed to gather information will vary based on the nature of the request.  Typically, a request involving an agency-specific series or where a statewide usage pattern is well established will take less time to process.  More lengthy analysis may be required for a request involving a non-progression series, movement beyond the objective level in a progression series, or movement between series.




An audit normally involves a discussion of the position's duties and the rationale for the request.  The HR Specialist may inquire about such factors as decision-making (what kind, how often, what impact); problem solving; complexity of duties; knowledge and skills necessary to do the job; variety and impact of the work; degree of supervision; contacts with others; accountability; consequence of error; and size, scope and diversity of the work unit programs.  The HR Specialist may also ask for additional written information such as workload statistics or examples of work performed.  Audits may be conducted at the employee's work site and may include direct observation if the rationale for the request is not readily apparent from the documentation submitted.




After all pertinent information concerning the request has been obtained and analyzed, the HR Specialist will determine the appropriate classification level and the appropriate personnel transaction (reclassification, reinstatement, reallocation or competition).  Wisconsin
Administrative Code requires that the classification specifications must serve as the basis for making any classification decision.  Therefore, the primary analysis is on which classification specification best describes the majority of responsibilities for the position.  In evaluating the class level, focus is placed on major duties of the position, not back-up or incidental duties.  




The HR Specialist will forward recommendations for approval to the Adjutant General or Executive Assistant for signature.  The HR Specialist will forward recommendations for denial or modification to the SHR Director.  The SHR Director will review the recommendation, finalize the recommendation and secure necessary signatures.




Actions Delegated to SHR
· Approved Request




If final authority for an action is delegated to the DMA by the Secretary, DER and SHR has determined that reclassification is appropriate, the request will be approved as requested and processed for appropriate payroll changes.  The employee, the first-line supervisor, and the second-line supervisor will be notified in writing of the new classification, effective date and new pay rate.

· Denied/Modified Request




If SHR determines that a reclassification action is not appropriate or approves a reclassification different from that requested, a justification stating the reasons for the action and the employee's appeal rights will be sent to the employee with copies to the employee’s first and second-line supervisor.  Such actions may be appealed directly to the State Personnel Commission.  





Nondelegated Actions
· Approved Request




When final authority for an action has not been delegated to the DMA by the Secretary of DER, SHR will determine if reclassification is appropriate and forward the request to DER for final review and approval.  If the request is approved by DER, the employee and first and second-line supervisor will be notified in writing of the new classification, effective date and new pay rate.

· Denied/Modified Request




If SHR determines that a nondelegated reclassification is not appropriate or approves a reclassification different from that requested, a justification stating the reasons for the action will be sent to the employee with copies to the employee’s first and second-line supervisor.  An employee may request that a review of the SHR action be conducted by the Secretary of DER.  To request such a review, an employee must address a letter, specifying the reasons why the action is believed to be inappropriate, to the Director of SHR.  Such a letter must be received by SHR within 30 calendar days after the employee is notified of the action.  When the request for a second review is received by SHR, all materials pertaining to the request will be forwarded to DER.  The request will be reviewed by DER and an independent determination made on the merits of the request.

· DER Action




If DER determines a reclassification is not appropriate or approves a reclassification different from that originally requested, a letter stating the reasons for the action and the employee's appeal rights will be sent to the Director of SHR.  Copies will be forwarded to the employee's first and second-line supervisor and the employee.  Such actions may be appealed to the State Personnel Commission.




3.
Employee-Initiated Request




An employee may formally initiate a reclassification request on his/her own behalf.  The employee should meet informally with the supervisor prior to initiating a request.  This request must be in writing to the employee's first-line supervisor and clearly indicate that the employee wishes to have the position reviewed for proper classification.  Employees are required to submit the materials described above (updated PD, Request for Classification Review Form) to their supervisor.  Upon receipt of such request, the supervisor must take one of two actions within 30 calendar days.





RECOMMEND APPROVAL



If the supervisor agrees with the request, the PD, "Request for Classification Review Form" and other supporting documentation must be prepared as described in Steps 1 and 2 above and routed through the appropriate approval levels.  When the request is received by SHR, it will be logged to determine the reclassification effective date.  The request will then be reviewed in accordance with the standard procedure.





DENY OR MODIFY THE REQUEST



Such a denial or modification must be in writing and include the following statement of employee appeal rights:





"If you disagree with this determination, you may request a second review by the State Human Resources Office.  To request such a second review, you must send a letter specifying the reasons why the action is believed to be inappropriate.  The letter must include a statement of the events (including the dates when the events took place) which have occurred in regard to the request for a classification review.  Such a letter must be received by SHR within 30 calendar days after receipt of this notification."




If the supervisor does not make a determination within 30 calendar days, the employee may submit the request in writing directly to SHR.  It should be noted that the submission of the request to SHR is not intended to modify the internal reclassification review process.  It only establishes the effective date of any eventual reclassification decision.




4.
Withdrawal of a Reclassification Request


A request may be withdrawn any time prior to the action becoming effective by the party initiating the request.  All such requests must be in writing.  If the supervisor requests withdrawal, the employee should also be notified in writing of the withdrawal.  If the employee disagrees with the action, (s)he may initiate a new reclassification request in accordance with the procedure specified above.




5.
Cancellation of a Reclassification Request




A request is cancelled when an employee resigns, retires, or is terminated from pay status in the position prior to completion of requested action.




6.
Reclassification Effective Date




SHR date stamps all requests and maintains them in a sequential log.  The effective date of a reclassification action is the beginning of the first pay period following effective receipt by SHR of a request for reclassification submitted in accordance with this document.  Even though it may take some time for the review to be accomplished, if the action results in a pay increase, the employee will receive retroactive pay back to the effective date (including a recalculation of interim pay increases). 




If a reclassification request is submitted prior to the employee having performed the duties and responsibilities for six months, the effective date may not be earlier than the beginning of the pay period following completion of such six month time period.  A different effective date may also be established if attainment of specified education, experience, or licensure will not occur until a later date.




Administrative rules also require that reclassification not be established retroactively.  The reclassification effective date may not be earlier than the date it is effectively received by SHR.




7.
Employee Status Upon Reclassification




When a position has been reclassified and it has been determined that competition is not required, the incumbent remains in the position and moves to the new job classification level (referred to as regrade).  Permanent status is attained and no probation is required.  In unique circumstances where it is determined that reclassification is appropriate but a regrade is not, the employee can remain in the position on an acting basis (with no pay change) until the competition and selection process is complete.



B.
Reallocation Process

1. General




Reallocations are normally initiated by DER or SHR.  However, there may be circumstances when an employee or supervisor may wish to initiate a reallocation request.  The distinction between reallocation and reclassification is very technical, thus a reallocation request erroneously submitted as a reclassification request will not adversely affect the processing of the request.




2.
Process




REALLOCATIONS INITIATED BY THE SUPERVISOR OR EMPLOYEE




Reallocation requests initiated by a supervisor or employee are usually initiated under one of the following three circumstances:





Reallocation to Correct an Error in Classification



Occasionally, a position is incorrectly classified because of incorrect information on the PD or judgmental error in the original classification decision.  When a supervisor or employee has reason to believe that a 
position has been incorrectly classified, the possible error should be brought to the attention of SHR.  The position will be reviewed, and if it is determined that an error has been made in the classification, a request for reallocation will be processed similar to a reclassification action.  The first and second line supervisor and employee will be notified in writing of the decision.




Reallocation Due to a Logical Change in Duties and Responsibilities of a Position




Changes may occur in a position which are considered logical (similar to a reclassification) but not gradual.  When a supervisor or employee believes that the position has been changed to the extent that a new classification is appropriate and that the changes have been logical but not gradual, the employee or supervisor should notify SHR.  If it is determined that a reallocation request should be submitted, it will be processed similar to a reclassification action.





Reallocation Due to a Change in the Level of Accountability



A reallocation may be appropriate when there has been a change in the level of accountability of a position, such as that resulting from a reorganization, when the change in level of accountability is the determinant factor for the change in classification.  This kind of reallocation may be appropriate when a reorganization changes reporting relationships but does not change the general duties of the position.  In most cases, SHR will be aware of such changes.  However, a supervisor or employee may initiate such a request if either feel it is appropriate.  Such a request will be processed similarly to a reclassification action.





REALLOCATIONS INITIATED BY DER




Reallocations initiated by DER include the preceding three types plus reallocations as a result of a classification survey.  These surveys are undertaken periodically by DER to update state job classifications so that state agencies can effectively recruit and retain competent employees, and to ensure equitable compensation rates for duties performed.  Other effects of a survey may include a change in the concept of the classification, creation of new classifications, or a change in the pay range of the classification.  When a survey is completed, no action need be taken by a supervisor or employee to request a reallocation.  A "Reallocation Notice" (DER-DCC-122), stating the new classification, effective date, new pay rate and employee appeal rights, will be sent to all affected employees.




3.
Reallocation Effective Date




Reallocation effective dates are established in the same manner as reclassification effective dates, except that reallocations as a result of a classification survey are effective on a date determined by the Secretary, DER.




4.
Employee Status Upon Reallocation




When a position has been reallocated and it has been determined that competition is not required, the incumbent remains in the position and moves to the new job classification level (referred to as regrade).  Probationary status is not affected.  In unique circumstances where it is determined that reallocation is appropriate but a regrade is not, the employee can remain in the position on an acting basis (with no pay change) until the competition and selection process is complete.




5.
Appeal Procedures





Appeal procedures are similar to those for a reclassification appeal.



C.
Incumbent Regrade



1.
Eligibility Requirements




Incumbents of filled positions which will be reclassified or reallocated may not be regraded if:

· the supervisor has determined and can document that the incumbent's job performance is not satisfactory;

· the incumbent has not satisfactorily attained specified training, education or experience in a position identified in a classification series where the class levels are differentiated on this basis; or

· the Secretary, DER, or delegated representative, determines that the position should be filled by competition.




Incumbents of filled positions which will be reallocated (under a logical or reorganizational change) or reclassified may not be regraded while the incumbent is serving the first six months of a trial or probationary period.  Such employee shall also have performed the permanently assigned duties and responsibilities for a minimum of six months.  The latter six month period may include  up to a three month portion of the trial or probationary period.




2.
Pay On Regrade




For nonrepresented employees, pay on regrade where a position is reclassified or reallocated will be in accordance with s.ER 29, Wis. Adm. Code.




For represented employees, pay on regrade where a position is reclassified or reallocated will be in accordance with the relevant sections of the applicable collective bargaining agreement. 

Attachment

DMA Form 18

DMA CLASSIFIED PERSONNEL

REQUEST FOR CLASSIFICATION REVIEW FORM

	Employee Name



	Current Classification


	Requested Classification

	Unit/Section


	Supervisor


A reclassification to a higher level is based upon logical and gradual job change that results in the duties being more appropriately described by a higher level classification.  The following provides the required justification and documentation.  Additional required documentation includes:  old position description, new position description signed by employee and supervisor, organizational chart showing position, and Supervisor Exclusion Form for supervisory positions.

1.  POSITION CHANGES:


In the left-hand column under I., identify those duties, tasks and responsibilities listed in the old position description that are no longer performed by the incumbent.  In the left-hand column under II., identify those duties, tasks and responsibilities listed in the old position description that now constitute a lower percentage of the employee’s work time.  Reference the deleted or changed duties by listing them as they appear on the old position description.  (Examples:  “A-A1. Types memos, correspondence … B‑B3. Write general replies … “)

OLD POSITION DESCRIPTION

I.  Deleted Duties:

II.  Reduced Duties:


In the right-hand column under I., identify new duties, tasks and responsibilities not listed in the old position description.  In the right-hand column under II., identify those duties, tasks and responsibilities formerly listed in the old position description that now constitute a larger percentage of the employee’s work time.

NEW POSITION DESCRIPTION

I.  New Duties:

II.  Expanded Duties:

(Attach additional pages if necessary)

(continued on reverse)

2.  Provide any other information you believe supports a different classification for this position (e.g., less supervision, greater level of responsibility, increased discretion and independence).

3.  Explain what caused the changes listed in items 1 and 2.  Be specific as to how those changes occurred and in what time frame.  Reference such changes as department reorganization, changes in department procedures, advanced training of the incumbent, program expansion or contraction, introduction of new equipment, termination of other employees in the work unit, and the like.

4.
If it appears that legitimate questions could be raised as to whether the personnel transaction should be reclassification/reallocation or subject to a competitive examination, explain why the changes in the duties and responsibilities should be considered logical and/or gradual.

5.
Explain the effect that the changes described in Items 1 and 2 may have had on other positions in the unit.

6.
Identify other state positions that perform comparable duties.  Include employee(s) name, class and location (within or outside this agency) and provide a brief description of how they compare.

7.
Document that the incumbent has been performing the changed duties and responsibilities for at least six months by providing specific examples of work reflective of the “new” classification that has been performed for at least six months.
The information provided is an accurate description of job duties, job changes and other related information.

_________________________________________________________________________          _____________________________

(Supervisor Signature)                                                                                                                 (Date)

_________________________________________________________________________         ______________________________

(2nd Line Supervisor Signature)                                                                                                  (Date)
