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Introduction

Rule-making authority

The Personnel Resources Board has responsibility for adopting rules that establish goals for the classification plan and defining criteria for exemption from civil service rules.

The Director of Personnel has responsibility to adopt classification rules under the parameters established by the Personnel Resources Board.  The Director’s rules pertaining to the new classification system became effective July 2005.  Actions relating to the establishment and revision of job classes, salary adjustments, and related compensation issues are also the responsibility of the Director.
Position allocation

Allocation responsibility

The Department of Personnel (DOP) is responsible for establishing and maintaining a comprehensive classification system in order to comply with the State Civil Service Law.  All positions are allocated to a specific job classification.  This is determined by an evaluation of the duties and responsibilities of the individual position as described in the Position Description Form (PDF).

The classification structure is designed to facilitate the decentralization of government services.  Therefore, position allocation determinations will be made by the employing agency or institution.   
All classes may be considered for use by any agency or institution.   While some classes may not be appropriate for use other than in a single agency (e.g. Fish & Wildlife Enforcement Officers) due to the nature of the work performed, the emphasis is to shift away from unique classes.

Standards for allocating positions

Allocation is based on a review and analysis of the duties and responsibilities of the position. Positions should be allocated on a best-fit basis as determined by the majority of the work performed (51%).  Allocations are made by comparing the duties performed to the standards of a class. 

The following classification standards, in order of importance, apply in allocating a position to a class:
a) The class series concept (if one exists)
b) The definition of the class
c) The distinguishing characteristics of the class (if applicable)
d) The class series concept, definitions and distinguishing characteristics of other classes in the series in question
e) Allocating factors, instruments or processes for determining allocation given in supplementary documents (such as specification development guidelines or glossary of terms)
f) The indications of the intent of the Director of Personnel or Personnel Resources Board as shown by explanations on Director or Board agendas and meeting minutes
g) Case precedents from Personnel Appeals Board and Personnel Resources Board 
Preparation

In preparing to do an allocation, review the class specifications for the current and the proposed class.  You must understand the responsibilities and duties of the classes before an allocation determination can be made.

Once the class series has been determined, the specific levels within the class series should be reviewed.  The definition of the class is the primary criterion for determining the appropriate class.  The distinguishing characteristics (if applicable) are used to distinguish between levels in a series or further define the intent of the definition.  The majority of allocations are made by applying the allocating criteria contained in the definition and distinguishing characteristics.  Be aware that punctuation and phrasing affects the interpretation of allocation criteria. 

Often there are distinguishing characteristics in each level of a series which help to distinguish the kind of work performed at each level.  An example would be the Dental Assistant 1 and 2 classes.  To be allocated to either of these classes, positions must meet the duties in the definition.  However, the definitions for the two levels are identical.  They state:  “Positions in this class are unlicensed, work under the close supervision (as defined in WAC 246-817-510) of a dentist, and assist dentists or dental students in the treatment of patients.”   
The differences between the 1 and 2 levels are found in the distinguishing characteristics.  The distinguishing characteristics for the Dental Assistant 1 are:  “Positions work under direct supervision and perform routine dental assistant duties such as prepare patients, operate equipment, sterilize instruments, mix amalgam, and assist in the performance of expanded dental duties.”
The distinguishing characteristics for the Dental Assistant 2 are:  “Positions at this level work under general supervision and perform expanded dental assistant duties such as taking impressions for study models, mechanical polishing to amalgam restoration, placing matrix and wedge, and fabricating, placing, and removing temporary fillings.”

Therefore, the criteria to be applied to allocate positions to these classes are: 1) They  must meet the common definition, but; 2) the 1 level works under direct supervision and performs routine dental assistant duties, while the 2 level works under general supervision and performs expanded dental assistant duties (examples of these duties are also given).  
When you have an understanding of the class specification, review both the current and the previous PDF.
Position Description Form  

Employers must maintain a current position description for each position.  A standard form developed by the director, or one containing components similar to those found in the director's form, must be used for each position. The Department of Personnel’s form is available at: http://www.dop.wa.gov/Pages/forms.aspx)

Each position description must list the primary duties and responsibilities currently assigned to the position, the required competencies as determined by the employer, the essential functions necessary in performing the work, and any other job-related information as needed.

Nonrepresented employees: The manager of the position is responsible for completing the position description form. If the position is filled, input from the incumbent is recommended.

Represented employees: You should refer to the applicable collective bargaining agreement for represented positions.
The process
The majority (51%) of the duties as described on the PDFs is used to determine the proper allocation of a position.  The following points should be considered when doing the review.
1. The PDF must be signed by the incumbent (if any), the supervisor, and the agency/institution head/designee.  The incumbent’s signature indicates that the employee has written the PDF and/or is aware of the assigned duties.  The supervisor and the agency/institution head/designee signatures indicate that they have read the document.   In the case of non-represented positions the supervisor is responsible to write the position description.

2. The supervisor must agree or disagree with the duties cited.  The PDF may be a part of an employee requested reallocation.  In such cases, the supervisor or the agency/institution head/designee may not agree with the employee’s statements.  If so, an explanation is to be attached.
3. Compare the current PDF to the previous PDF to determine the differences. Changes made to the PDF may indicate reorganization or program changes affecting the responsibilities of the position.  These may need to be clarified through a desk audit (generally an on-site interview with the employee).
4. If new duties have been assigned, determine where they came from. If the new duties were taken from another position, both positions should be reviewed.  If the duties were substantial, removing them from one position may impact the allocation of that position. 
5. Review organizational charts for the position’s work area to determine the following:
      a)  Supervisory responsibility
       Many class specifications require that the position have direct supervisory                 

       responsibility for specific categories of classes or minimum number of               

       positions.

b)  Reporting relationships

Many class specifications require that the position report to a specific class      

title or level within the organization.

      6.   The following are other sources of information that may be used in determining               

             proper allocation: 

· Your supervisor can offer technical expertise.
· The consultant that previously had responsibility for the class or classes in question is a good source of knowledge on previous allocation history.
· Your classification analyst at the Department of Personnel can also provide information.

· For specific questions, talk to an expert (subject matter specialist) in order to get a better understanding of the field, profession, or trade.
· Previous Personnel Appeals Board, Personnel Resources Board or DOP Director’s Review decisions may affect the decision.

After your review, you should have a clear understanding of whether the duties relate well to the current class or whether another classification is more appropriate.

When your analysis does not clearly indicate a match, you need to look at other existing classes to find the “best fit”.  Best fit is an accepted allocation principle when duties are not a perfect fit to a class specification, but the class contains the largest segment of the position duties.  In this case you may need to consult with the supervisor and/or other human resource consultants for advice.
Position review and reallocation

Procedures

Nonrepresented employees: The employer must establish a procedure that specifies when positions are to be reviewed for reallocation based upon substantive and permanent changes in job duties and scope of responsibility.

The  procedure must allow an employee to request the employer to review his or her position if six months have elapsed since the last review and the employee believes his/her work is better described by another class. A Position Review Request form is available on the Department of Personnel web site at: http://www.dop.wa.gov/Pages/forms.aspx
Represented employees: Refer to the applicable master agreement for represented positions.
Effective date

WAC 357-17-085 states the following regarding position reallocations:

     (1) The effective date of a reallocation resulting from the director's implementation or revisions to the classification plan is the effective date of the director's action.

     (2) The effective date of an employer-initiated reallocation is determined by the employer.

     (3) The effective date of a reallocation resulting from an employee request for a position review is the date the request was filed with the employer.
For represented employees, refer to the applicable master agreement regarding the effective date.
Determination of incumbent status

Nonrepresented employees: When a position is reallocated based on a position review requested by the employee or initiated by the employer, the employee is affected as outlined by WAC 357-13-090. 

Represented employees: Refer to the applicable Labor Relations Master Agreement for represented positions.
Notification requirements 
Employers must provide notice to any employee (represented or nonrepresented) when his or her position is reallocated. Notice must be provided in writing to nonrepresented employees. 

Nonrepresented employees: 

If the reallocation is to a class with a lower salary range maximum, the employee must receive at least 15 calendar days’ written notice of the reallocation unless the employee requests to waive or shorten the notice period (we recommend the employee’s request be in writing). 

· Notice of reallocation to a class with a lower salary range maximum must be provided by personal delivery, U.S. mail, or by telephone facsimile transmission with same-day mailing of copies.

· Otherwise, the written notice may be provided using alternative methods such as e-mail, campus mail, the state mail service, or commercial parcel delivery in accordance with WAC 357-04-105. 

The notice of reallocation must include information regarding the employee’s right to request a director’s review of the reallocation per WAC 357-13-075. 

Represented employees: 

Refer to the Labor Relations Office Master Agreement for represented positions.
Director’s review and appeals to the Board
Employee request for director’s review

Nonrepresented employees: An employee may request a director’s review of the results of a position review or reallocation of the employee’s position per WAC 357-49-010. The employee must request the review within thirty (30) calendar days of being provided the results of a position review or the notice of reallocation.

Represented employees: Refer to the applicable master  agreement for represented positions.
Appeals to the Board

Nonrepresented employees: In accordance with WAC 357-52-010(1)(c), the employee in a position at the time of its allocation or reallocation or the employer may appeal the director’s review determination by filing written exceptions to the Washington Personnel Resources Board.  In order to be considered timely, an appeal must be received in writing at the office of the Board within 30 calendar days after service of the director’s determination.

Represented employees:  Refer to the applicable master agreement for represented positions.
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