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ESTABLISHING OR CHANGING POSITIONS
I.
PURPOSE:
To provide for the maintenance of a system of position classification.
II.
SCOPE:
Departmentwide.
III.
POLICY:
A.
The Office of Human Resources (OHR) is responsible for maintaining records of all established positions in the Department and for providing organizational charts, job specifications, position numbers, and class titles for all positions allocated to the unit(s) under their jurisdiction.
B.
Managers and supervisors are responsible for maintaining classification records on positions under their supervision and for assignments of duties consistent with the organizational structure and position allocations. The establishment of a new position or substantial changes in duties or organizational structure requires prior approval of the Division Director or designee.
C.
Supervisors are responsible for requesting a review of a position if it appears to be incorrectly allocated or if the employee believes the position is incorrectly allocated (see Section IV, A.).

An employee may request that their position be reviewed if they believe that the duties have changed significantly by submitting a Position Description Form (PDF) (or Position Questionnaire for Broad banded Managers, if the position is broad banded) to their supervisor (see Section IV, A.).
D. When new or expanding programs require new positions, the manager/supervisor completes a PDF and submits it through administrative channels to the OHR for review and processing (see Section IV, B.).  If it is not a classification that the OHR has been delegated authority to allocate by the Office of Administration (OA), Division of Personnel (DOP), then it will be forwarded to that office for review and processing. (See Attachment A for a list of the classes to be allocated internally.) Occasionally, the OHR and/or DOP requests additional written information or conferences to clarify the duties of a position. When the position has been allocated, the OHR will notify the manager/supervisor. 
E.

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.
IV.
PROCEDURES:
A. To Request a Review of a Position 
To request a review of a position, an updated PDF must be submitted to the OHR with a cover memo that has been approved through administrative channels. This memo must contain background information regarding the review of the 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 will forward the request through channels. Administrative channels, starting with the employee’s supervisor, may or may not agree with the 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. The PDF must be very thorough and contain specific information. Identification of changes in duties and responsibilities as well as timeframes when they occurred should be provided. All pages must be complete along with appropriate signatures. Incomplete forms will be returned. If any changes impact duties of other positions in the unit, updated PDFs must be provided for those positions as well. The unit will be notified when the review is complete and instructions will be given for any additional action needed if applicable.
B. To Request a New Position
To request a new position, a proposed PDF must be submitted to the OHR with a cover memo that has been approved through administrative channels. This memo must contain background information (i.e., new program, workload issues, reorganization, etc.). This memo must include the “LDPR” (funding information) for the position. It also needs to reflect the physical location (county/office) of the position and any specialty codes if they apply to the classification/position. The PDF must be very thorough and contain specific information. All pages must be complete along with appropriate signatures. Incomplete forms will be returned. If the allocation of the new position impacts duties of other positions in the unit, updated PDFs must be provided for those positions as well. The unit will be notified with the correct title and position code number when the position is allocated and instructions regarding the process of filling the position.
C. To Request an Unclassified/Hourly and Intermittent (H&I) Position
If a unit has the need for a new or additional unclassified H&I position, they need to send a memo reflecting this request through administrative channels to the OHR. The memo must include the type of position you wish to establish (i.e., clerical, computer, nurse, project specialist, etc.) where the position is to be located and the “LDPR” (funding information). When the position has been established the OHR will notify the unit with the position code number and instructions regarding the process of filling the position.
*Note: Position description forms are located on the Department’s intranet. Be sure to complete the correct form. There are two forms, one for establishing classified positions and one for establishing classified “broad banded” manager positions. For broad banded positions, notify the OHR for the complete package of forms for broad banding that include the rating sheet. Rating sheets are to be completed by Division management only.
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