Reclassification/In-classification Progression
Employee Initiated (Units 1,2,4,5,6,7,9)

Complete Classification Review Request
Form and update PD

A

Submit to Manager
Manager will discuss with employee and
seek additional information as needed
from HR.

A

Department Review
Manager and AVP/Dean review and
submit form with approval or denial

justification to Class & Comp within 14
days.

l

Submit to HR Class & Comp
If the request has not been received in HR
within 14 days, employee may submit
directly to HR. HR emails confirmation of
receipt to employee advising of the180
day review period.

A

A

Final Review and Recommendation
HR will review and provide
recommendations to AVP/Dean and VP, if
needed, for final decision.

Not approved. Notice
sent to employee and
manager.

A

Approved. Notice sent to
employee and manager
with updated PD.




