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I.

PURPOSE
To ensure that the principles of the Classification Program are appropriately applied within the
Agency by providing a uniform method of processing classification requests.
________________________________________

II.

POLICY
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All classification requests will be made on a Position Classification Request (PCR) form (
Attachment A). Pursuant to the Memo Of Understanding (MOU) provisions of the applicable
representation unit, the Social Services Agency (SSA) Human Resources Career Development
(HRCD) will perform the requested study to determine the appropriate classification action for
the position.
________________________________________

III.

DEFINITIONS

O
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Classification Program: A method of objectively organizing positions into classes based on the
critical competencies, duties and qualifications required for individuals to successfully perform
work needed to meet the County’s business objectives.
Maintenance Study: A type of study that ensures all of the County’s class specifications and
series remain current and accurate. Generally, the results of such a study would involve
updating obsolete class specification language, changing titles or minimum qualifications to
reflect legislative mandates and organizational changes, or eliminating classes or levels in a
series that are no longer relevant.
Occupational Study: A type of study used when the business needs of the County, and the
fundamental nature and functioning of a County occupation/profession, have changed so
dramatically that the HRCD strategies for reaching the appropriate candidate pool and
developing and compensating staff need to be restructured.
Position Reallocation: A type of study used to address situations where the duties of a
particular position have permanently changed, and a current class exists that describes the new
duties.
Position Classification Request (PCR) Form: A form that is used to initiate the request for a
classification study.
Position Description Form (PDF): A form that is used to describe the duties and
responsibilities of a position.
________________________________________

III.

PROCEDURE
A.

Studies Requested by Management:
1.

The Deputy Director or designee initiates a classification study by completing a PCR
form.
a.

More than one position may be included in the PCR if the positions are closely
related, and the same justification is appropriate.

b.

An approved and current organizational chart will be included with the PCR; it
will show the organizational placement of the position studied and reporting
relationships.

2.

a.

Determine the appropriate classification for the position under study;

b.

Discuss the study results with the Director of SSA Administrative Services
Division or designee and the County Human Resources Department (HRD), if
necessary;

c.

Inform the Deputy Director or designee, if applicable, the affected
employee(s), of the findings of the study; and/or

d.

Reallocate the position studied to the recommended classification, if
appropriate.

Studies Requested by Employee:
1.

The employee will submit a written request to conduct a classification study
following the steps below:
a.

(S)he will submit a request for approval to the appropriate Deputy Director or
designee, through his/her immediate supervisor. The Deputy Director will
forward the approved PCR to the SSA HRCD Manager who will be responsible
to process the request following the applicable MOU procedures.

b.

S(he) will state in the PCR the detailed changes about the job, the reasons the
current class appears to be inappropriate, the requested job class, and its
justification.
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B.

SSA HRCD will:

Note: SSA HRCD will consider employee’s requests without the approval of his/her
immediate supervisor and the appropriate Deputy Director or designee, or requests
that do not follow the applicable MOU provisions.

a.

Approve the study request as warranted and enter into the preceding process
at Step IV A.2c; or,

b.

Deny the request as not warranted and send the employee a memo explaining
the reason the study was denied. HRCD will send copies of the memo to the
employee’s immediate supervisor and the Deputy director or his/her designee.

Studies Requested by the Union:
1.

The union will submit a written request to SSA HRCD to conduct a classification
study at the request of an employee.

2.

The assigned SSA HRCD staff member will determine the date when the position
was last studied and whether there has been a significant change that justifies a
study.

3.

SSA HRCD will make a determination in accordance with the applicable MOU time
limits to approve or deny request. HRCD will:
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C.

SSA HRCD will determine if a study is justified. If the study is appropriate and
sufficiently justified, the assigned HRCD staff member will send the employee a
Position Description Form (PDF) within the applicable MOU timeframes. The study
will be completed within the applicable MOU timeframe after HRCD receives the
completed PDF. HRCD will:
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4.

a.

Proceed to process at Step IV A.2.c, if the study is approved; or,

b.

Deny the request as not warranted and notify applicable union. The union has
a right to request a consultant review as appropriate in accordance to the
MOU.

The union will submit a written request for any mutually agreed upon classification
studies stated within the applicable MOU.
________________________________________

IV.

ATTACHMENT
A

Position Classification Request Form

