Department Supervisor

identifies a need for
classification action

For Updates, Supervisor shall
submit, via email, to the HR
Specialist, the current PD with
requested additions and/or
deletions highlighted.

N

For Reclassifications, Supervisor
shall submit, via email, to the HR
Specialist, the current PD with
requested additions and/or
deletions highlighted. Also include
the new State title being
requested.

For Establishing New Positions,
Supervisor shall submit, via email,
to the HR Specialist, the PD form

CLASSIFICATION PROCESS

PD is returned to
supervisor with P

< From page 2

recommended
changes or canceled

A 4

Supervisor concurs
with changes

A 4

A 4

PD is reviewed by HR
Specialist to ensure
compliance with State
OHR regulations.
Proofreads PD for

PD meets
OHR regs.
and is free
of errors?

"|  and proof from the budget office Ny
documenting what budget line and
position number will be utilized.
No
A 4 -
. State OHR State OHR inputs
PD is sent to ;
State OHR via approves changes into HRIS
classification and returns PD to HR
fax . o
action? Specialist v
_|
N ©
GBS
Q
D

Hardcopy PD with
supervisor
signature(s) must
be sent to HR

Do we have
delegated
authority for
this class?

\ 4




From
page 1(A)

CLASSIFICATION PROCESS (continued)

Is this a
Reclass
request?

Establish
a new
position?

Update information

in HRIS

Update information in

HRIS

A

To page 1

From \

HR
Director
approves

action?

Yes

Yes

Is this an

Update
request?

page 1(B) /

For occupied positions, a
Personnel Action Sheet
(PAS) should be sent to
Business Affairs, HR Data
Manager and filed in
employee file as notice of
action.

Log action in
Classification Log on
Shared drive (dixie)

v

Scan original version with
all signatures into PD
library on Shared drive
(dixie). Save by slot
number i.e. , 0001 or
0002, etc.

v

Make 2-sided copy of
original on green paper
and file in order by
class/slot

v

Remove previously used

PD and place in historical

file. Shred old PDs, if any,
in historical file.

v

File original in current
year binder in
numerical order by
position number

Notify Supervisor via
email that action is
approved and attach
scanned copy for their
records

If recruiting, email
Recruitment Specialist with
approval and final version of

word document.
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