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RECLASSIFICATIONS — CLASSIFIED EMPLOYEES



CLASS: A group of
positions sufficiently
similar in duties and

responsibilities that the
same descriptive title
may be assigned to
designate each position
allocated to the group.

CSEA CBA ARTICLE XIV:

e

RECLASSIFICATION: In
accordance with
Education Code Section
88001 (f)
"Reclassification" means
the upgrading of a
position to a higher
classification

CLASSIFICATION: The
action of placing a
position into a "Class".

being

performed by the

incumbent in that
position.

CLASSIFICATION, RECLASSIFICATION, AND
ABOLITION OF CLASSIFICATIONS

REORGANIZATION: The
process by which the
College District intends
to improve efficiency
and operations by
reviewing positions to
best support the College
District and may result
in new classifications,
reclassification, transfer,
or moving work and/or
positions from one
department to another
which resultsin a
restructuring of
positions.



RECLASSIFICATION
CRITERIA

GRADUAL INCREASE IN DUTIES: The higher-
level duties must have expanded over time,
rather than being an abrupt, temporary
assignment.
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HIGHER CLASSIFICATION: The higher-level
duties must align with a classification that is
objectively higher than the current position.




NOT A RECLASSIFICATION

CIW  CHANGES IN TECHNOLOGY

M INCREASE IN THE AMOUNT OF WORK




EMPLOYEE INITIATED

TIME PERIOD: First come first
o o Bl serve basis between July 1 and
ey July 31

MAXIMUM REQUESTS: 15




STEPS TO REQUEST

Complete a Position Submit to
Description Questionnaire SWCRECLASS@SWCCD.EDU

(PDQ) July 1 —July 31
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WHAT HAPPENS NEXT

HR REVIEW

Within six (6) days of the submission window, HR notifies
employee if they are among the fifteen (15) requests being
considered.

If the PDQ is incomplete, employee has three (3) business days to
resubmit.

MANAGEMENT REVIEW

HR routes the PDQ to all intervening manager (up to AS/VP) for
review and commentary.

Manager has ten (10) working days to review.




NEXT STEPS

CLASSIFICATION ANALYSIS

HR provides PDQ and all other necessary documents to the
classification consultant.

Employees and their assigned administrator(s) will
participate in communication with the assigned
classification consultant(s).

The consultant uses independent judgement and expertise
to evaluate and will render a recommendation within ninety
(90) working days from the date they received the PDQ.



NEXT STEPS

CONSULTANT RECOMMENDATION

The consultant determines if reclassification is justified or not justified.

If justified, placement in an existing classification or proposes a new
classification if necessary.

If a new classification is necessary, a draft job description will be provided to
the District within forty-five (45) working days.

HR REVIEW
Human Resources analyzes the findings and checks for process compliance.

HR sends a findings memo to the employee, Union, and assigned
administrator within thirty (30) working days.



NEW CLASSIFICATION
PROCESS

If a new job classification is necessary, CSEA and
the DISTRICT will meet and negotiate the job
description and salary range.

After labor negotiation, the recommendation is
reviewed by Executive Leadership Team (ELT) for
approval and CSEA begins 610 process.

If approved by ELT and CSEA, it is submitted to
the Governing Board for adoption.



APPEAL PROCESS

Employee can appeal reclassification findings by submitting an appeal request to
HR within ten (10) working days of receiving the findings memo.

The appeal must include a detailed statement of appeal, and the employee can
request that the classification consultant be present for the appeal meeting.

HR coordinates an appeal meeting with the employee, and the CSEA President
(or designee) no later than thirty (30) working days after the appeal filing.

HR responds in writing to the employee no later than thirty (30) days after the
meeting.

The response is final and cannot be grieved.



EFFECTIVE DATE

If a reclassification is necessary, the effective date submitted
to the Governing Board is retroactive to the first of the month
following the date the PDQ was received by Human Resources

(August 1).
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HRis here to help! Contact us at swchumanresources@sweed.edu or at 619-482-6395.

Welcome to the ever changing "Employee Resources” page of Human Resources! We strive to provide tools and information that allow you to
efficiently navigate through the various procedures required to initiate and compete important personnel matters. If you have any questions

about this page or any resources found here, do not hesitate to reach out!
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@ california Workplace Know Your Rights (SB 294)

® Classification and Compensation

CSEA Position Description Questionnaire (PDQ) Form (DOCX)







THANK YOU swcreclass@swccd.edu
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