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1.0 POLICY

The Judicial Branch had adopted a classification plan (attached) with the intent of providing a system for ranking jobs and assigning salary rates. The classification plan provides the basis for pay decisions at hire and a system for reviewing new jobs and jobs that have changed significantly. 

2.0 DEFINITIONS

“Class Specifications” are individual descriptive sets of job duties intended to describe a set of positions. Each position in the Judicial Branch must be assigned to a class specification. A class specification should closely describe the job duties however individual duties may differ.  

“Class Title” is the title assigned to a class specification. The class title is used to manage the position in the payroll system and for reporting purposes.  Employees may use different working titles as needed. 
“Position Description Questionnaire (PDQ)” is the position description form describing duties assigned to a particular position. The PDQ is used to allocate positions to a class specification. A PDQ must be on file for each position. 

“Classification Request Form” is the form that must be completed when requesting a classification review. 

3.0 MAINTENANCE OF CLASS SPECIFICATIONS

a. The Human Resources Office is responsible for the maintenance of the class specifications.  Class specifications will be evaluated periodically to ensure that any changes are incorporated into the specification. 
b. Class specifications may be eliminated, revised or otherwise modified as needed and as determined by the Human Resources Office.
c. If the duties identified in a class specification change substantially, the Human Resources Office is responsible for evaluating whether a change in the assigned grade is necessary.  
d. Minor changes or additions to the duties identified in a class specification will not result in a grade change for the position.   
3.1 
CLASSIFICATION REVIEWS

The Human Resources Office is responsible for conducting classification reviews. The assignment of a position to a particular class specification will be reviewed when the one or more of the following occur:

a. A position is newly created. New positions or a vacant position that are being used in a different way must be reviewed prior to filling the positions;

b. A position changes substantially. Positions that change substantially (defined as a change in 50 percent or more of the duties) will be reviewed upon request by the employee and supervisor; or,

c. When the Human Resources Office conducts any overall review of the classification plan. 

 An employee and supervisor initiated classification review occurs when a job has changed substantially (defined as a change in 50 percent or more of the duties) and the employee and supervisor request that it be reviewed by the Human Resources Office. 

a. An employee and supervisor must complete a Classification Request Form and a new position detail form describing what duties have changed. Specific information about the duties that have been eliminated or modified is required. 

b. When a request is received a staff person in the Human Resources Office will be assigned to review the position. 

The staff person assigned to the review will take the following steps:

a. Review the information submitted in the Classification Request Form and the new position detail form. If the reviewer cannot identify substantial changes in the position, the information will be returned to the employee and supervisor for more information about the changes in the position.

b. The reviewer will evaluate the position using the criteria outlined in the job classification plan. The reviewer will consider the information submitted by the employee and supervisor, any programmatic or external changes affecting the job, information gathered in a job audit, if necessary, and any other relevant information. 

c. The reviewer will provide the employee and supervisor with a written decision following the review. The decision will identify the assigned class specification and the reason for assigning the position to the class.  The employee and/or supervisor can provide additional information if either party disagrees with the classification review. 

d. The HR Director will consider any additional information and make a final decision. The decision of the HR Director is final.

3.2 CLASSIFICATION CHANGES

If the classification review results in an assignment to a new classification title and new grade the employee’s pay will be adjusted as detailed in the Judicial Branch Pay Policy.
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