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JOB EVALUATION PROCESS/GUIDELINES 
Overview:

The purpose of a re-evaluation is to recognize significant changes to an existing position for the betterment of the department and overall business need.  It is the understanding between Human Resources and the Cabinet, that if an area Vice President (or designated signature authority) signs a job evaluation packet; that he/she fully supports and endorses the need to conduct a review of the position. The following guidelines will assist in defining need and criteria that justifies a re-evaluation.
Role of Human Resources:

Human Resources will work with the Vice President to assist in a preliminary assessment of the business need for a re-evaluation request.  Once Human Resources receives the formal request to re-evaluate a position or conduct a re-structuring analysis impacting multiple positions, HR will meet with the supervisors involved, review the submitted documentation, job description, and market data.  Human Resources will provide the recommendation/outcome to the department, division budget officer, and the Vice President.  This insures proper budget planning for re-evaluations resulting in a change to salary.  Human Resources will work with the appropriate representative from the area to process employee changes (salary, title).
Role of the Vice President:

The primary role of the Vice President is to determine whether or not a formal job evaluation is appropriate and meets the business needs for their organization.  This may be accomplished in conjunction with the Human Resources Office. The key to determine the need for a job evaluation is based on the following criteria and whether the changes to the job description fall into one of the categories listed.  

The area vice president reviews the submitted job evaluation documentation.  If the Area Vice President agrees with the need for a formal evaluation, then he/she authorizes and sends the packet to Human Resources.  If a job evaluation is submitted for review; both the Supervisor and Area Vice President endorse the need for review.  

Needs Assessment/Criteria:

Typically, a supervisor and employee should annually review the job description to make sure it accurately reflects the current needs of the department or operation.  This exercise of updating the job description does not automatically mean a formal re-evaluation is necessary.  If revisions are made to a job description but no formal evaluation is necessary, then the supervisor should submit the revised document to their area Vice President and the Human Resource office to be on file.  
There are three main types of re-evaluations/promotions:
· Progression Promotion

· Recognizes an employee’s gradual increase in skills, longevity, level of competence, and/or responsibilities over an extended period of time (example, Program Assistant I, II, III).  These increases result in the employee being promoted within a job progression.  Because these changes typically happen gradually, progression promotions generally occur at the annual review date.   A job re-evaluation request is not required for a supervisor to give a progression promotion.  The supervisor should contact Human Resources to notify his/her intent of providing a progression promotion.  
· Organizational Promotion (re-structure of an area/department)
· Recognize employee accepting a completely new position.  Organizational promotion reflects the impacted positions (resulting from a re-organization/re-structure) accepting a significant change in responsibility and nature of work performed.  Organizational promotions should be implemented whenever they occur during the year.  A job re-evaluation is required to properly evaluate the, job title, salary range, and other factors.

· Individual Re-evaluation Promotion

· Recognizes an employee whose duties and responsibilities have significantly changed. Re-evaluation promotions should be requested annually (September to November) for implementation the following fiscal year as part of the annual budgeting process.  Exceptions to this timeframe may be reviewed by the Cabinet. As with an organizational promotion, a job re-evaluation is required to properly evaluate the job title, salary range, and other factors.
Note: Significant change is defined as something outside the normal or reasonable scope of the position.  Workload alone is not a qualifier to request a formal job evaluation.
Funding/Budget Process: 
Fiscal Year Allocation

· Human Resources will provide the EBC and Cabinet a preliminary annual budget estimate for re-evaluations based on overall compensation objectives.  This will be developed in partnership with the Finance area and communicated to the Cabinet in November of each year.  

· If it is determined the actual fiscal year re-evaluations total is beyond the initial November estimate, the Cabinet will meet to prioritize re-evaluations for their respected areas and determine the allocation with the funding available.  This meeting will typically occur in January/February timeframe.

· Human Resources will communicate and coordinate with Finance the final allocation of re-evaluation amounts for the annual budget load process in May.   Increases will be effective June 1st of each year.
Mid-Year Adjustments and Progression Promotions

· Mid-year adjustments may occur when there is transition or turnover in an area during the fiscal year.  Job re-evaluations may occur during the year with the understanding any resulting change in salary is the Vice President’s responsibility to fund.  The University does not have a mid-year adjustment budget line at this time.
· Progression Promotions do not require a job re-evaluation packet to be completed.  This type of increase may occur during the year with the understanding any resulting change in salary is the Vice President’s responsibility to fund.
· Funding sources identified for these types of personnel activities must be for the entire annualized cost to insure a department’s budget base is whole going into future fiscal year planning.  If a Vice President does not have adequate funding for either of these types of personnel activities, then funds must be requested and approved through EBC in order to annualize the expense.  This must be done prior to implementing a change with the position or incumbent and requires an annualization request form.
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