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MERIT SYSTEM SERVICE AND APPOINTING AUTHORITIES
I.
PURPOSE:

To provide information regarding the Merit System Service, Appointing Authorities, and classified and unclassified positions.

II.
SCOPE:

Departmentwide.
III.
POLICY:

A.
Merit System Administration
This Department is a merit system agency.  Department personnel policies and procedures shall be governed by and in accordance with the State Personnel Law and the Rules of the Personnel Advisory Board and Division of Personnel (DOP). The Office of Administration, Division of Personnel (OA/DOP) is responsible for administering the State Personnel (Merit System) Law and all official personnel transactions are subject to final approval of that Division. The Office of Human Resources (OHR) shall serve as the Department’s liaison with the (DOP).

All Departmental officials and employees shall comply with applicable provisions of the merit system.
B.
Appointing Authorities
1.
The personnel rules define “appointing authority” as an officer or agency subject to the personnel law having power to make appointments to positions under the law.


The Department Director hereby delegates to the Department Deputy Director, Division Directors, OHR Chief,  the responsibility of appointing authority for their respective organizational units.  The appointing authority has the responsibility for all personnel actions that occur within their units including appointments, promotions, disciplinary actions, and layoffs.  The appointing authority has the responsibility for assuring that equitable treatment is afforded all staff regarding selections, compensation, classification, and opportunities for training, promotions, transfers, and other benefits.

The Department Director, Deputy Department Director and OHR Chief, or designee may serve as the appointing authority for the Department Director’s Office.

2.
Requests for personnel actions are to be submitted through administrative channels to the OHR for review for compliance with merit system rules and Department policies.  The appointing authority is responsible for approving appointments within their respective jurisdictions.  The following must have approval by the appointing authority or deputy, as appropriate.
a. Requests to create new positions

b. Requests to fill positions

c.       Requests to end or extend probationary periods

d. Requests for notice of unacceptable conduct, suspension, demotion for cause, or dismissal

e. Requests for salary advancements other than the normal probationary increase
f. Requests for increased induction rate for a classification used in   organizational unit

g. Requests for new or revised job specifications or selective repositioning (i.e., changing the pay range for a class)

h. Requests for official leave of absence

i. Requests to affect a layoff

j. Requests for salary increase which exceeds the promotional formula for a promotion

C.
Classified Service 

The classified service covers positions that comply with the provisions of the State Personnel Law including selection, appointment, pay, tenure, and removal from positions.


1. 
The OA/DOP has established and maintains a classification plan for the purpose of placing positions with similar duties and responsibilities in the same class.  The pay plan lists positions by class title, index number, and salary range.  There are job specifications for each class of positions setting forth the class title, definition, examples of work performed, required knowledge, skills and abilities, and minimum training and experience qualifications.


2.
The OA/DOP allocates individual positions to the appropriate class.  The Department’s OHR has been delegated authority by OA/DOP to allocate designated classes for Departmental use.  (See Admin. Policy 4.2, Establishing or Changing Positions) Job specifications describe classes of positions while position descriptions describe individual positions.  A Position Description Form (PDF), (or Position Questionnaire for Broad banded Managers, if the position is Broad banded) must be submitted to the OHR, to establish a new position or request a review of an existing position. (see Admin. Policy 4.2) A position description/questionnaire is also required shortly before the completion of a probationary period.  This is called a “probationary review” and the purpose is to determine whether the position is correctly allocated.  


3.
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.  


4.
Occasionally existing job specifications are not adequate to classify positions for new programs or to meet the need of positions that have changed because of new concepts or technology.  When this occurs, the Department may submit proposed new or revised job specifications to the DOP.  The program manager/supervisor and the OHR normally prepare these jointly.


5.
Each allocated position is identified by a position number.  A record of each position allocated to the Department is on file in the OHR.  Copies of organization charts are available on the DHSS Intranet.  Job specifications are available on OA/DOP website.
*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.

D.
Unclassified Service
There are a limited number of positions that are exempt from the provisions of the Merit System and they are referred to as “unclassified.”  Certain positions may be established and filled without regard to the provisions of the State Personnel Law that relate to the classification of positions, selection, pay, tenure, and removal from such positions.  

The Department is allowed, by statute, the following positions that are unclassified:  Department Director; Deputy Department Director; Division Directors; Deputy Division Directors; and Attorneys.  Each division is allowed three (3) Designated Principal Assistants.  In addition, the Department is allowed up to one percent (1%) of the total authorized FTE as unclassified “special assistants.”  These positions serve at the pleasure of the Appointing Authority and do not acquire “Merit System” status.  

Unclassified positions may be established for positions such as those limited in duration or having intermittent or part-time work schedules (see Admin. Policy 4.2).  Employees who are appointed as hourly and intermittent are unclassified.  These unclassified appointments do not count against the Department’s statutory limit.  

Prepared by:
Approved by:

___________________________________
_________________________________

Chief, Office of Human Resources
Deputy Department Director


