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PROMOTION AND RECLASSIFICATION
I.
PURPOSE:
To provide for the advancement of the Department employees through promotion and reclassification.
II.
SCOPE:
Departmentwide.
III.
POLICY:
The Department supports and encourages the career development and advancement of its employees.  Qualified employees will be considered for higher level positions in accordance with the Office of Administration (OA), Division of Personnel rules and this policy.  Promotion and reclassification are personnel actions that move an employee from one job classification to another.
Reclassification means a classification change of an employee from or to a different classification in the same position, which may be higher, lower, or the same level.  Reclassifications may be appropriate after a position review is conducted by OA, Division of Personnel in conjunction with a position reallocation, or when a position is a multi-level allocation.  Use of reclassification is only applicable when an employee has been in the position for at least a year and, therefore, has incumbency status.
Promotion means a change of an employee from a position in one class to a position in another class, which is assigned a higher pay range on the pay plan.
It is the responsibility of each employee to take appropriate examinations in order to be considered for promotion or reclassification. The Office of Human Resources (OHR) will provide career counseling and information relating to the examination procedure upon request.
OHR will verify eligibility for reclassifications and career progression promotions and will check appropriate reinstatement registers. 
IV.
CAREER PROGRESSION PROMOTIONS:
A.
The personnel rules allow for some promotions by eliminating the need to request a certificate, determine availability, or in​terview applicants.  This procedure recognizes that employees primarily compete for promotion through their competence and demonstrated perform​ance rather than on the basis of an examination and interview.
A career progression promotion may be approved by OA, Division of Personnel if: 
1.
The promotion represents a normal progression from a class in which the employee holds (or has held) regular status to the next higher level in the occupational job series involved (for example, Office Support Assistant, Senior Office Support Assistant, and Administrative Office Support Assistant); or
2.
The employee has been, for six (6) months or longer, an assistant, understudy, or trainee for the class for which promotion is proposed, and this information has been reported by OHR to OA, Division of Personnel; or
3.
The employee has specialized experience and/or training, not normally possessed by other job applicants.  (Description of the spe​cific specialized qualifications is required.)
B.
Each career progression appointment must meet all of the following conditions:
1.
A vacant position allocated to the higher class exists or a present in​cumbent's position has been upgraded.  Normal position allocation procedures will apply.
2.
The employee has successfully completed an original probationary period.
C.
In order to ensure that employees are provided an equal opportunity to be considered for promotion, the Department procedures for career progression promotions are as follows:
1.
Interviews will not be required when:
a.
The employee has officially been, for six (6) months or longer, an assistant, understudy, or trainee for the class for which the promotion is proposed (see Section IV. A. 2.);
b.
The employee has specialized experience and/or training not normally possessed by other job applicants (see Section IV. A. 3.);
c.
The employee's current position has been reallocated to a higher level.  In some cases OA, Division of Personnel requires that the employee be reclassified (see Section VI. B.); or
d.
The employee is serving in a multi-allocated position and is not eligible for reclassification (see Section VI. A. 3.).
2.
Interviews may be required for all other career progression promo​tions, as follows:
a.
If the unit chief desires to promote an employee within the organizational unit under the circumstances described under Section IV, all employees within the unit meeting the criteria in Section C.1.b above shall be given an opportunity to be interviewed for the promotion.  The unit chief shall confer with OHR to determine the method to be used in identifying eligible employees.
b.
If the unit chief desires to consider all qualified employees within the division or the Department for a career progression promotion, OHR will request the appropriate promotional certificate and transfers as a method of identifying qualified employees. 
V.
PROMOTIONS FROM REGISTERS:
If a vacant position exists which does not meet the conditions for a career progression promotion or the unit chief desires to consider employees who may or may not meet the conditions for a career progression promotion, OHR will request division and/or Department promotional certificates (and open-competitive certificates if requested).  Interviews will be scheduled in the same manner as for original appointments and the selection may be made from the appropriate certificate.
VI.
RECLASSIFICATION TO A HIGHER LEVEL CLASS:
Reclassification may be used for a non-competitive advancement of an employee to a higher level position.  Appointment from the Merit System register and interviews are not required.  Salary increases for reclassification to a higher class are calculated using the promotional formula or as authorized by the Division Director. (see Administrative Policy 6.4).
A.
Multi-Allocated Positions:
1.
Incumbents of multi-allocated positions such as Health Program Representative I-II shall be reclassified rather than promoted when moving from the lower level to the higher level under the following conditions:
a.
The incumbent meets the minimum qualifications for the higher level class.
b.
The incumbent has successfully completed at least one (1) year in the same position/assignment.
2.
The requirement of applying for the higher level class will be waived when a reclassification within a multi-level position is given.  OA, Division of Personnel may require an application to determine eligibility for the higher level class.
3.
If an incumbent qualifies for the higher level prior to serving in the position one (1) year, the personnel action will be promotion.  A career progression promotion may be made without notifying or interviewing other qualified employees.  
4.
An employee should be reclassified or promoted when qualified and performing duties at the higher level.  Reclassifications in a multi-allocated position are automatic unless it is requested in writing by the Division Director to the Office of Human Resources to delay the action, including the reason for such request, prior to the effective date.  Employees are encouraged to remind their supervisor if they believe they are eligible for promotion or reclassification.
B.
Reallocated Positions:
When an employee's current position is reallocated to a higher level, OA, Division of Personnel will notify OHR whether the employee should be promoted or reclassified.
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