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CHECKLIST OF INFORMATION NEEDED TO ESTABLISH  POSITIONS OR INITIATE A REVIEW OF POSITIONS

To establish new positions or initiate reviews of existing positions, the following is a list of the steps to take for requesting those actions:

Request for New Classified Positions

· Cover memo:  This memo is to be sent through administrative channels to the Office of Human Resources.   Memo must include background information concerning establishment of position (i.e., new program, workload issues, reorganization, etc.).  This memo must also include the LDPR (funding information) for the position (fiscal liaisons will furnish that information; some divisions/centers may require fiscal liaisons be part of the chain that these requests are made through).  Be sure to include information pertaining to the physical location (county/office) of the position and specialty codes if they apply to the classification/position.  The Office of Human Resources will assign position code numbers and notify you when the position has been established and give instructions regarding the process of filling the position.

· Position Description Form (PDF) outlining job duties and responsibilities.  This form must be very thorough and contain specific information.  All pages must be complete and have appropriate signatures.  Incomplete forms will be returned.  This form is available on the DHSS intranet.

· If the establishment of the requested position impacts duties of other positions in the unit, updated position description forms must be provided for those positions also.

· If the position is a Broad Banded Manager, it should also include in addition to the cover memo, the position description form for broad banded positions, also available on the intranet and the Position Evaluation Rating Form indicating points assigned by applying the Management Broad Banding Evaluation Tool (contact the Office of Human Resources for rating forms and instructions if you do not have them already).  Rating forms are to be completed by Division/Center management only.

Request for Review of Existing Positions for Reclassification and/or Reporting Changes in Duties

· Cover memo through administrative channels to the Office of Human Resources, which includes background information concerning review of position (i.e., increase or decrease in responsibilities due to reorganization, new program, new funding, etc.).  Employees may request a review of their position at any time.  Supervisors should forward the request through channels.  Administrative channels, starting with the employee’s supervisor, may or may not agree with employee’s request and/or comments.  Their opinions should be reflected in the cover memo.   Comments through the chain are strongly recommended.  All comments will be taken into consideration during the review process.  
· Position Description Form (PDF) outlining job duties and responsibilities: identification of changes in duties and responsibilities and timeframe when they occurred should be provided.  This form must be very thorough and contain specific information.  All pages must be complete and have appropriate signatures.  Incomplete forms will be returned.  

· If this is a request involving broad banded positions, the Position Description Form for Broad Banded positions and the Position Evaluation Rating Form must also be submitted.

· If changes in the position requested for review impact duties of other positions in the unit, updated position description forms must be provided for those positions also.

***Note:  New positions and reclassification of positions are allocated on the basis of the position’s duties and responsibilities and not on the basis of the incumbent’s qualifications or quality or quantity of work performed.

Request for H&I (Unclassified Hourly Positions)

If you need a new or additional unclassified H&I position, you will need to send a memo through administrative channels to the Office of Human Resources.  This memo must include the type of position you wish to establish, (i.e., clerical, computer, nurse, project specialist, etc.) the expected time frame and work schedule anticipated of the position, where it will be located and the LDPR (funding information).  Once the position is established, you will be notified of the position code number and instructions regarding the process of filling the position.
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