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	Classification or Skill Level 
Review Request 




An employee or appropriate administrator who feels the employee is performing the work of another classification or skill level may request a classification review.  If the employee is making the request, it is always recommended that they first discuss these requests with their appropriate administrator, as specific expectations or misconceptions can be resolved at the early stages of discussion.

If an employee or appropriate administrator decides to pursue a classification review request, they must prepare a Request for Classification Review form and attach any appropriate documentation, including specific information as to what duties and responsibilities have changed.  If the review is requested by the employee, the request form should be submitted with any supplemental documentation to the appropriate administrator.  The appropriate administrator will then submit the request to the Human Resources manager in Employee Services serving that division.   If the review is requested by the appropriate administrator, the request form should be submitted directly to Employee Services.

The Human Resources manager will advise the employee and/or appropriate administrator the date that the request was received, and will meet with the appropriate administrator.  At that meeting, the employee’s position description will be reviewed, along with the documentation for the classification review request.  The manager must ensure that the position description’s major duties reflect the duties actually assigned, and verify that budget dollars are available should a classification or skill level change be recommended. 

The Human Resources manager will complete a review of the classification request and advise the appropriate administrator of the result.  All reviews will be completed within the time limits specified by the applicable bargaining unit contract.  Following the agreement of the appropriate administrator, a letter will be prepared for the employee that advises of the classification decision and the rationale, and a description of the appeals process defined in the applicable bargaining unit contract if the employee disagrees with the decision.  A decision to change classification or skill level requires division Vice President and University Budget Office approval.

An employee shall not submit a classification review request prior to twelve (12) months after completion of a previous classification review.  If the employee has questions about the classification review process, he/she should feel free to contact the appropriate administrator or Human Resources manager for discussion and clarification.
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	Classification or Skill Level 
Review Request 



	Employee Name:      
	Empl ID:      

	Working Title:      
	Classification Title:      

	Preferred Method of Contact:  FORMCHECKBOX 
 Email     FORMCHECKBOX 
 U.S. Mail
	Department:      

	Appropriate Administrator:      
	Division:      


Request submitted by:

 FORMCHECKBOX 
 Employee
 FORMCHECKBOX 
 Appropriate Administrator
Type of Request (Select one or both options below as applicable.):

 
 FORMCHECKBOX 
 Reclassification - Movement from one classification to one that is higher 

 FORMCHECKBOX 
 In-Class Progression - Movement from one skill level to a higher skill level within a classification for positions with multiple skill levels, e.g., ASA I to ASA II or Foundation Level to Career Level in the Information Technology Series

	Reason for request: (Please describe the reason for the request, attach more sheets if you need additional space, and submit any appropriate supporting documentation or job description)  

     



_____________________________________________________________________


____________________

Employee Signature









Date

______________________________________________________________________


____________________
Appropriate Administrator Signature






Date 
	For Employee Services Use Only:
Date received in Employee Services:      
By:       
Approved  FORMCHECKBOX 
     Denied  FORMCHECKBOX 
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