[image: image1]SUNY POSITION CLASSIFICATION MANUAL
Division of Classification and Compensation
NYS Department of Civil Service

Daniel E. Wall, Commissioner

John F. Barr, Executive Deputy Commissioner

Nicholas J. Vagianelis, Director of Classification and Compensation









April 2005
TABLE OF CONTENTS









       Page

Introduction








1

Civil Service Background





2


Legal Environment






2

The Civil Service Commission




2


Categories of Government Service



3


Jurisdictional Classification





4


Negotiating Unit Assignments




6
Department of Civil Service Organization Chart


9

Human Resources Management Chart 



10

The Division of Classification and Compensation


11
Glossary of Classification and Compensation Terms

12

Title and Salary Plan Elements





21

Title and Salary Plan Coding




21

Title and Salary Plan Search Engine



22
Classification Processing Requirements



26

Classification Considerations




26

Factors Not Considered





26

Long Form Transactions





27

Document Description Guidelines




28
TABLE OF CONTENTS
Earmarks








31
Earmark Removal






31
Classification Processing Resources




32

State Personnel Management Manual



32

Guide to Writing Classification Standards


32

NYSTEP Reports






32

Work Load Tracking






33

SUNY Forms







33
Duties Descriptions






56

Writing Duties Statements





56

Use of Active Verbs






57

Duties Description Factors





65
Helpful Tools







70
Secretarial/Keyboarding Reference Guide



70

Keyboard Specialist 1, Grade 6




70

Keyboard Specialist 2, Grade 9




70

Secretary 1, Grade 11/ Secretary 2, Grade 15


71

Secretaries at SUNY Campuses




72
Job Audits








77

Preparing for the Audit





77

Planning the Audit






77

Conducting the Audit





78
TABLE OF CONTENTS

Follow-Up Questions





79
     Closing the Interview





79

Follow-Up with Supervisor





79
Decentralized Classification Program




81

Title Decentralization





81

Agency Decentralization





81

Short Form Transaction Documentation



82

Agency Responsibilities





82

Evaluation of Reviewable Records



83
Special Salary Treatments





84

Review, Reassessment, and Rescission



84

Special Salary Treatment Resources



85

Increased Hiring Salaries - Section 130.4


85

Shift Pay Differentials - Section 130.6



87

Geographic Pay Differentials - Section 130.7


89

SUNY Nursing Differential - Section 130.14


90

Appointments Above The Minimum - Section 131.1(a)

91
  Index








94
This page intentionally left blank. 
Introduction

The purpose of this manual is to provide instructions on how to submit requests to establish positions and adjust rates of pay for Classified Service positions in New York State government to the Division of Classification and Compensation.  Information in the manual is designed to address specific concerns of the State University of New York campus community.


This manual also provides background information on the differences between the Classified and Unclassified Service, the legal basis for the administration of the merit system in New York State, the roles and responsibilities of the New York State Civil Service Commission and the Department of Civil Service, and other information that SUNY campuses may use as guidelines and resources.

Civil Service Background

Legal Environment

The New York State Constitution Article V, Section 6 is the basic law on civil service which states:

“Appointments and promotions in the civil service of the state and all of the civil service divisions thereof, including cities and villages, shall be made according to merit and fitness to be ascertained, as far as practicable, by examinations which, as far as practicable, shall be competitive.”

Article V also provides for additional credits in competitive examinations for disabled and non-disabled veterans as such credits are inconsistent with the constitutional requirement of competition.  


The New York State Civil Service Law and the Rules for the Classified Service are the primary sources of civil service procedures and requirements.  In addition, there are also the Regulations of the Department of Civil Service and the Regulations of the State Civil Service Commission.

The Civil Service Commission


The Department of Civil Service and the Civil Service Commission have the authority and responsibility for the administration of the Civil Service Law in State government.  While both exist in the Department of Civil Service building, their functions are different.


The Civil Service Commission consists of three members who are appointed by the Governor, with Senate approval, for overlapping six-year terms.  The President of the Commission is designated by the Governor from among the three members and serves at the pleasure of the Governor.  


The functions of the Commission are quasi-legislative, appellate, and investigative.  The quasi-legislative function involves the promulgation of rules and regulations governing the administration of civil service procedures and requirements.  Under the appellate function, the Commission hears and determines appeals in regard to disciplinary cases, examination ratings, performance ratings, and determinations from the Division of Classification and Compensation.  The Commission is also authorized to hear and determine appeals from most determinations made by the President as head of the Department of Civil Service.  In addition, the Commission has the authority to conduct investigations concerning any matter regarding the enforcement and effect of the Civil Service Law or Rules.  In such instances, the Commission or its designated representative may issue subpoenas, administer oaths, and interrogate witnesses. The Commission also approves merit awards for outstanding accomplishments or suggestions made by State employees.

The President of the Civil Service Commission is also the Executive head of the Department of Civil Service and is responsible for carrying out all of the executive and administrative functions of the Department.  These functions include the administration of the examinations program, the establishment and certification of eligible lists, maintenance of rosters, certification of payrolls, providing services for local jurisdictions, maintaining a training program, administering the health insurance program, and all internal management of the Department.  

At the end of this section there is an organizational chart of the Department of Civil Service and a chart that illustrates the relationship of SUNY campuses and SUNY Admin with the Department of Civil Service and other control agencies.

Categories of Government Service


There are two categories of government service: military and civilian.  The New York State Military Law governs the military service, which includes all enlisted and civilian personnel who are employed by the Division of Military and Naval Affairs and the State Emergency Management Office.  The New York State Civil Service Law divides the civil service into two categories of employees: Unclassified and Classified.

Unclassified Service


Section 35 of the Civil Service Law lists the offices, positions, and specific categories of positions that are in the Unclassified Service.  Included in this list are all positions in the professional service of the State University as determined by the Chancellor, such as Professor, Director of Admissions, Senior Counselor, Senior Staff Associate, Assistant Dean, and Academic Advisory.  Unclassified positions are not reviewed by the Division of Classification and Compensation or the Civil Service Commission and are not considered when making classification, reclassification, or salary allocation determinations in regard to Classified Service positions. 

Classified Service


The Classified Service is broken into four groups or jurisdictions: Competitive Class, Non-competitive Class, Exempt Class, and Labor Class.  The process of placing positions into these categories is referred to as jurisdictional classification (JC).  What distinguishes each jurisdictional class is the extent to which examination is practicable.

Jurisdictional Classification

Competitive Class


Section 44 of Civil Service Law states:
“the competitive class shall include all positions for which it is practicable to determine the merit and fitness of applicants by competitive examination...”  

Therefore, positions in the classified service are generally assigned to the competitive class, which requires appointment off an eligible list created from an examination.  No action is required by a campus to place a position in the competitive class.  For a position to be placed outside the competitive class an appointing authority must make a written request to the Civil Service Commission at the same time the request to create the new position is submitted to the Division of Classification and Compensation.

Non-competitive Class   


Section 42 (1) of the Civil Service Law provides that the non-competitive class shall consist of those positions for which it is practicable to examine applicants by their qualifications, rather than conducting tests on a competitive basis.  Generally, no written or oral tests are required for the non-competitive class positions.  The appointing officer has freedom of selection, provided the appointee meets certain educational, experience and other qualification requirements as may be set by the Department of Civil Service.  


The non-competitive class consists mainly of skilled trades positions, but there are some positions of a higher administrative, scientific or technical character included as well as positions that involve a confidential relationship between the incumbent and the appointing officer.  Certain titles, such as Dental Assistant, Electrician, General Mechanic, and Grounds Worker, the Civil Service Commission has authorized as being non-competitive.  Positions classified within these titles, therefore, do not require a formal written jurisdictional classification request to the Commission.  

Appendix 2 of the Civil Service Rules and Regulations lists those titles that are deemed non-competitive.  The “All State Department and Agencies” titles have no limit on the number of positions that may be established.  Those titles with a number following in parenthesis indicate the total number of positions allowed for that title for that agency.  An agency requesting a position above this limiting number must submit a formal request to the Civil Service Commission. Most of the non-competitive class items in the SUNY system are those listed in the “All State Departments and Agencies” listing. 


An appointing authority may also request non-competitive jurisdictional classification for individual positions that would otherwise be classified in titles that are listed as competitive.  In these situations, a formal request must be submitted to the Civil Service Commission requesting non-competitive class designation.  These positions are officially placed in the non-competitive class after the Civil Service Commission passes a resolution so designating the position(s) has been approved by the Governor and filed with the Department of State.  While the positions wait to be officially filed with the Department of State, they are considered “pending non-competitive.”  


At the same time the Commission determines that an item can be placed in the non-competitive class, it also reviews its eligibility for the statutory criteria of confidential or policy-making.  If it does, the item is designated “phi” (Ø) in the Rules for the Classified Service.  Appointees of phi-designated items do not have tenure protection as stated in Section 75 (1c) of the Civil Service Law.  

Exempt Class


Section 41 (1) of the Civil Service Law lists the specific positions in the exempt class and consists of those,

 “…other offices or positions for which the Civil Service Commission has determined it is not practicable to fill by competitive or non-competitive examination.”


Exempt class positions give the appointing authority the freedom to select any candidate, as the candidate is not required by the Department of Civil Service to meet any educational, experience or other qualification requirements. 


Positions are officially placed in the exempt class only after the Civil Service Commission passes a resolution designating the position has been approved by the Governor and filed with the Department of State. While the positions wait to be officially filed with the Department of State, they are considered “pending exempt.”  Appendix 1 of the Rules and Regulations lists the approved exempt positions at the various State agencies.


Only one position in a particular title in a particular agency can be officially in the exempt class, unless the Civil Service Commission indicates otherwise.  Therefore, a request must be submitted to the Civil Service Commission every time an appointing authority seeks to have an item designated as exempt.  The two exempt titles within the SUNY system are Secretary and Confidential Aide, but there are very few positions.  

Labor Class 


Section 43 of the Civil Service Law provides that all unskilled laborer positions, except those that can be examined for competitively, be placed in the labor class.  Qualifying tests may be required for appointment to labor class positions, but it is not typical.  


The addition of a title to the labor class does not require the Governor’s approval.  Therefore, once a title is determined to be appropriate for the labor class designation, it is so designated.  There is also no limiting number requirement for these positions.  Examples of labor class titles include Maintenance Helper, Library Aide, Laborer, Cleaner, and Security Services Aide.  

Negotiating Unit Assignments 


Assignment of a title to a negotiating unit confers upon all employees of positions in that title certain rights as defined in the contractual agreement signed between Union officers (e.g., CSEA & PEF) and the Governor’s Office of Employee Relations (GOER).  Each employee union enters into collective negotiations with GOER every few years.  These negotiations result in signed contracts that elaborate on the terms and conditions of employment for individuals in those bargaining units.  Items that are negotiated are salary increases, provisions regarding out-of-title work, and employee health benefits among others. 


If a new title is requested, a negotiating unit assignment must be suggested by the appointing authority, at the same time the title is requested from the Division of Classification and Compensation.  Below are descriptions of the negotiating units that cover the majority of classified service employees in the SUNY system.  These descriptions should be reviewed when considering a negotiating unit recommendation.

Administrative Services Unit (ASU) 02

The ASU is comprised primarily of office support staff and administrative personnel, such as Keyboard Specialists, Clerks, and Computer Operators. They are represented by the Civil Service Employees Association (CSEA).

Operational Services Unit (OSU) 03 

The OSU encompasses mostly craft workers, maintenance and repair personnel and machine operators, such as Maintenance Assistants, Cleaners, and Highway Maintenance Workers.  They are represented by CSEA.

Institutional Services Unit (ISU) 04

The ISU primarily consists of employees who are responsible for providing therapeutic and custodial care such as Licensed Practical Nurses, Developmental Aides, and Food Service Workers.  They are represented by CSEA.

Security Services Unit (SSU) 01

The SSU includes security personnel (other than the State Police) and institutional safety officers, such as Correction Officers and Security Services Assistants.  They are represented by the New York State Correctional Officers and Police Benevolent Association (NYSCOPBA).

Security Supervisors Unit (SSPU) 61

The SSPU is comprised of supervisory security personnel, such as Captain Park Patrol, Chief Security Officer, and Security Services Assistant 3.  They are represented by Council 82.
Agency Law Enforcement Services (ALES) 31

ALES consists of positions involved in the protection of persons and property; enforcement of laws, codes, rules, and regulations concerned with safety at the State Universities and State parks and forests and activities related directly or indirectly to enforcement of the Conservation Law. Examples include University Park Police, Park Patrol Officers, and Environmental Conservation Officers.  They are represented by Council 82.
Professional, Scientific, and Technical Services Unit (PS&T) 05

The PS&T Unit includes mostly professional and scientific personnel.  Professional experience, a license, or a degree is usually a prerequisite to being hired in most titles in this unit.  Examples of titles in this unit include: Attorney, Nurse, Accountant, and Research Scientist.  They are represented by the Public Employees Federation (PEF).

Management Confidential (M/C) 06

These employees have been designated “managerial” or “confidential” by the Public Employees Relation Board (PERB) and are not members of a negotiating unit.  M/C employees formulate policy, assist directly in the conduct or preparation of collective negotiations, have a major role in personnel administration, or assist in a confidential capacity, such as those employees who have employee relations responsibilities. There are very few M/C positions within the SUNY System.  The most common are Secretary and Secretary 2.  

A.  Management Criterion:

1. Participation in the formulation of policy: Formulating policy means having a direct and powerful influence at the highest level in determining the objectives of government or the agency and the means of achieving those objectives. Incumbents must participate regularly in the essential decision processes that result in policy proposals, selecting among options, and the decision to implement such policies. It does not extend to determining methods of operation that are merely of a technical nature.
2. Participation in collective negotiations: Participation in collective       negotiations requires direct involvement in or being a part of the        preparation for negotiations, including the formulation of positions or       proposals so as to be part of the decision making process. 

3. Major role in administration of negotiated agreements: Major role in the administration of negotiated agreements means the responsibility to interpret the agreement both within and outside the grievance process, and includes only those whose authority in labor relations goes beyond traditional supervisory concerns.  Supervisors who take part in first step grievance decisions do not meet this criterion if the decisions conform to policy or interpretations made at a higher level. 
4. Major role in personnel administration: Major role in personnel administration requires the exercise of independent judgment and cannot be clerical or routine in nature.  Incumbents who, due solely to their supervisory responsibilities, are required to carry out personnel policies, do not meet this criterion.

B. Confidential Designation Criteria: Positions work in a confidential capacity       to managerial individuals in the personnel or labor relations areas described        above and not to those who formulate policy.  Such individuals must have      regular access and exposure to information related to personnel matters and      contract negotiations and administration. 
                          DEPARTMENT OF CIVIL SERVICE
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The Division of Classification and Compensation

 The classification and pay program is the foundation of the New York State Merit System and upholds the State’s policy of equal pay for equal work.  The effective management of the State’s enterprises depends on the maintenance of this program because it is used to determine the classes of jobs needed for the proper conduct of business, the type of training and experience required for successful work performance, and to maintain equitable internal pay rates, while being sensitive to market principals.  The Division of Classification and Compensation is responsible for ensuring the program is properly managed.


All agencies must receive approval from the Division to classify new positions, change titles of existing positions, create and allocate new titles, change existing titles or salary grade allocations, establish or modify minimum qualifications, and approve or modify a variety of salary differentials. Determinations made by the Division that have cost implications must also be approved by the Division of the Budget.  


In addition to reviewing requests from agencies, staff conduct job audits, perform organizational studies and occupational surveys, and provide technical analysis and consultation to other divisions within the Department of Civil Service regarding issues related to duties and responsibilities. The Division also provides recommendations to the Governor’s Office of Employee Relations on out-of-title work grievances.   


The following pages provide a glossary of common Classification and Compensation terms, which will be useful when reviewing the upcoming topic of Position Classification.
  

 Glossary of Classification & Compensation Terms
1A:  A designation in the Title and Salary Plan that identifies titles in which positions may be classified by the Division of Classification and Compensation without a detailed duties description from the requesting agency. 

  

Allocate:  To assign a class to a grade in the salary schedule based on an evaluation of its duties and responsibilities. To reallocate is to change the existing allocation of a class to a different salary grade in the schedule. 
Appeal:  Application to the Civil Service Commission to review a determination of the Director of Classification and Compensation under provisions provided in the Civil Service Law.

Appointment Above the Minimum:  Section 131.1(a) of the Civil Service Law provides that the Director of Classification and Compensation may authorize additional compensation, called an Appointment Above the Minimum (i.e., minimum is the statutory hiring rate of a salary grade), not to exceed the Job Rate of the salary grade of the title to which a person is to be appointed, when the training or experience of the appointee substantially exceeds requirements necessary for appointment.  All such determinations are subject to the approval of the Director of the Division of the Budget.

Base Annual Salary:  Salary before the addition of Special Salary Treatments (i.e., Geographic or Shift Pay Differentials), Inconvenience Pay, overtime compensation, and other pay supplements.
  

Class of Positions:  Positions sufficiently similar in respect to duties and responsibilities that the same title may be used to designate each position in the group, the same salary may be equitably applied, the same qualifications required, and the same examination used to select qualified employees. 

  

Classification Standard:  A detailed statement of the criteria for classifying positions under a title, basic duties and illustrative tasks, supervision received and exercised, skill and ability, and occupational requirements. 

  

Classified Service:  Positions in the civil service that are not in the unclassified service; the classified service is divided into four jurisdictional classes: competitive, non-competitive, exempt, and labor. 

  

Classify:  To group positions according to similarity of their duties and responsibilities and assign a class title; to determine the appropriate classification of a new position. 

  

Competitive Class:  The jurisdictional class composed of positions for which it is practicable to determine the merit and fitness of applicants by competitive examination. Positions are in the competitive class unless the Civil Service Commission specifically places them in a different jurisdictional class (see Section 44 of the Civil Service Law). 
Decentralized Agencies:  Refers to the administrative flexibility afforded to certain pre-approved agencies.  These pre-approved agencies are authorized by the Director of the Division of Classification and Compensation to classify and reclassify positions for all titles that have a Classification Standard and exist in the agency or interdepartmental titles for which a Tentative or Final Classification Standard has been issued.  Under the Decentralized Classification Program and to comply with the State Internal Controls, agencies are required to maintain a reviewable record to support each transaction (short and long).  Records should be stored in electronic formats and should be prepared in full prior to any submission of a transaction in NYSTEP.  All such records must be available for audit by the Division of Classification and Compensation.

Decentralized Classification Program:  A program administered by the Division of Classification and Compensation that refers to specific titles or to authorized agencies. This program should not be confused with decentralization terminology used by other State agencies.  
Decentralized Titles:  Titles for which the duties and organizational placement of the title is so well understood and documented that extensive review of each transaction involving these titles by the Division of Classification and Compensation is not necessary. Decentralized Titles can be broken into two groups:
A. Under the “1A” column on the Title and Salary Plan, the designation of “Y” indicates that a title is considered a Decentralized Title. 

B. Under the “Decntrl Lvl” column on the Title and Salary Plan, the designation of “S” indicates that a Decentralized Title is considered appropriate for “pass through” classification to the Division of the Budget (i.e., no Pre-Audit Review by the Division of Classification and Compensation) when an agency has or had positions in the title within the twelve months previous to the date of the transaction and the agency requests the normal title attributes. 

Downstate Adjustment:  Negotiated pay added to base annual salary of employees whose principle place of employment or whose official station is located in the City of New York or the counties of Nassau, Rockland, Suffolk, or Westchester. This is also afforded to Managerial/Confidential (M/C) employees. This was formerly known as Location Pay in the New York City area and is still referred to as Location Pay for certain employees in Monroe County.
Earmark:  The term used when a position has been designated for restudy before refilling once the position becomes vacant. An earmark may be placed by the Division of Classification and Compensation, the Civil Service Commission, or the Division of the Budget.  
Employee Application (CC-2E):  A request submitted to the Division of Classification and Compensation by an employee for a change in title and/or salary. 

  

Exempt:  The jurisdictional class of positions deemed impracticable to fill by tests of any kind. No minimum training and experience requirements are established for exempt positions.  Only a small percentage of the State workforce are in jobs in the exempt jurisdictional class and employees in these positions have no civil service rights. 
Geographic Pay Differential:  Section 130.7 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Geographic Pay Differential, to State employees in one or more areas of the State when private or other non-State employers in such areas pay substantially higher wage rates for a similar occupation.  All such determinations are subject to the approval of the Director of the Division of the Budget 

Hazardous Duty Differential:  Section 130.9 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Hazardous Duty Differential, to employees exposed to hazardous working conditions in certain locations and under specified criteria for “people-related hazards.”  All such determinations are subject to the approval of the Director of the Division of the Budget.  

Hiring Rate: The statutory minimum salary of a position as prescribed under Section 130 of the Civil Service Law. 
Inconvenience Pay:  Negotiated pay in addition to the base salary of an employee (other than part-time or seasonal employees) who regularly work four or more hours between the hours of 6 p.m. and 6 a.m., exclusive of any hours for which overtime compensation is paid.  Managerial/Confidential (M/C) employees are also eligible for this pay. 
  

Jurisdictional Classification (JC): Placement by the Civil Service Commission of  positions in the classified service in the non-competitive, labor, or exempt class; positions in exempt or non-competitive classes must be specifically so-named in the Rules, which, in the State service, are subject to the approval of the Governor.  Below are the various JC designations:
0 – Competitive

1 – Non-Competitive

2 – Exempt

3 – Labor Class

4 – Unclassified Service

5 – Other

6 – Pending Non-Competitive

7 – Pending Exempt

8 – Pending Labor
  

Labor Class:  The jurisdictional classification designated for positions for which competitive tests are impracticable because of the unskilled nature of the duties. Minimum qualifications for labor class positions are generally not established. However, applicants for positions in this class may be required to demonstrate their ability to do the job. 

  

Level: 
9 – Temporary

A – Administrators

C – Career Ladder

E – Elected

I – Intermittent

J – Journey Level

S – Seasonal

T – Trainee

  

Location Pay:  Compensation added to basic annual salary of employees whose principal place of employment or whose official station is located in Monroe County. This is a negotiated benefit, which applies to Management Confidential (M/C) employees also. 
Long Form Transactions:  These NYSTEP transactions require supporting documentation be attached for Pre-Audit Review by the Division of Classification and Compensation.

Mid-Hudson Adjustment:  Negotiated pay added to base annual salary of employees whose principle place of employment or whose official station is located in the counties of Orange, Dutchess, or Putnam. This is also afforded to Managerial/Confidential (M/C) employees.
  

Minimum Qualifications:  Education, training, and/or experience requirements denoting the minimum standards that all candidates must possess to give reasonable assurance that they can perform satisfactorily. 

  

Negotiating Unit (NU):  A bargaining unit designed by the Public Employment Relations Board (PERB) or recognized by the employer; employees are grouped together in these units based on their community of interest.  Each unit can only be represented by one employee organization at a time.  Below is a list of bargaining units. 

01 - Security Services 
02 - Administrative Services 
03 - Operational Services 
04 - Institutional Services 
05 - Professional, Scientific, and Technical Services
06 - Managerial/Confidential 
09 - NYS Teachers' Retirement System
16 - NYS Housing Finance Agency
31 - Agency Law Enforcement Services 
61 - Security Supervisors 
66 - Public Employment Relations Board
67 - Housing and Community Renewal - Rent Administration 

  

Non-Competitive Class:  The jurisdictional classification designating positions not in the exempt or labor classes and for which it is found by the Civil Service Commission to be not practicable to ascertain the merit and fitness of applicants by competitive examination. For a position in the non-competitive class, an agency may appoint a person who meets the minimum qualifications of training and experience. 

  

Non-Statutory (NS):  Designates a salary not fixed by statute; the Director of the Budget establishes such salaries. 
NYSTEP (New York State Electronic Personnel System):  The electronic personnel system used by the State of New York.

Occupational Pay Differential:  Section 130.13 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize additional compensation, called and Occupational Pay Differential, for employees serving in positions designated as Managerial/Confidential (M/C) in order to maintain appropriate salary relationships over subordinates who occupy positions within their same occupational series.  All such determinations are subject to the approval of the Director of the Division of the Budget.

Occupational Study:  The systematic review and analysis of an occupation as it exists in State government.  It involves the identification and analysis of the job duties associated with all levels of titles in that occupation and the organizational and programmatic context in which jobs function.  Occupational Studies are conducted by the Division of Classification and Compensation to determine whether a title series requires updating or a new title series needs to be created.
Organizational Survey:  The systematic review and analysis of titles in a specific organizational unit of an agency or of similar organizational units in many agencies.  Organizational surveys are conducted to verify the cross agency appropriateness of the classification of positions in an occupational area.
  

Other Statute (OS):  Designates a salary that is established by a statute other than the Civil Service Law. 

  

Parenthetic:  A descriptive designation in parentheses following a common base title, to distinguish a specialty within a given field, e.g., Head Clerk (Personnel). 
“Pass Through”:  Classification or reclassification transactions that receive no Pre-Audit Review by the Division of Classification and Compensation.  These transactions “pass through” immediately to the Division of the Budget for approval upon entry into NYSTEP by an agency.  All such transactions are subject to electronic Post-Audit Review by the Division of Classification and Compensation.

Position:  An assigned group of duties and responsibilities, temporary or permanent, which is generally performed by one person in a title.

Position Description:  Detailed descriptions (also known as duties descriptions) for each title that provide information with regards to the nature and purpose of the work, the organizational and supervisory relationships, and the basic duties and responsibilities.  

Post-Audit Review:  The review conducted by the Division of Classification and Compensation on all Short Form Transactions after they are approved.  Such review consists of an analysis of the Reviewable Record.

Pre-Audit Review:  The review conducted by the Division of Classification and Compensation on all NYSTEP Long Form Transactions, and some Short Form Transactions, before a transaction is approved.  Such review consists of an analysis of the Reviewable Record.
  

Reallocate:  To change the salary grade of a class with no change in title or duties or responsibilities. 

  

Reclassify:  To change the title of an existing position based on a change of the duties and responsibilities. 

Reviewable Record:  To comply with State Internal Controls, State agencies are required to maintain a Reviewable Record to support each transaction (Long Form Transactions and Short Form Transactions).  Reviewable Records must be stored in electronic formats and be prepared in full prior to any submission of a transaction in NYSTEP.  Reviewable Records must contain: justification explaining why the position is needed; a detailed position description and minimum qualifications; an organization chart indicating the relationship of positions; and any other information as directed by the Division of Classification and Compensation.  All such Reviewable Records must be available for audit by the Division of Classification and Compensation. 
Safety Incentive Differential:  Section 130.9 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Safety Incentive Differential, to employees exposed to hazardous working conditions in certain locations and under specified criteria for “non-people-related hazards.”  All such determinations are subject to the approval of the Director of the Division of the Budget.
  

Salary Grade (SG):  The designation attached to a title that indicates the title’s compensation in accordance with Section 130 of the Civil Service Law. 
Salary Survey:  A study of salaries paid by other employers for work comparable to that of selected classes.

Section 55.b:  A Section of the Civil Service Law that provides for hiring qualified individuals with disabilities into positions normally filled on a competitive basis.

Section 55.c:  A Section of the Civil Service Law that provides for hiring qualified veterans with disabilities into positions normally filled on a competitive basis.
  

Series Specification:  A specification describing all classes that are closely related to each other in kind of work, regardless of dissimilarity in location, title, or jurisdictional classification. 
Shift Pay Differential:  Section 130.6 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Shift Pay Differential, to employees regularly assigned to work on a shift other than a normal day shift, in specific titles, or occupations under certain specified conditions.  All such determinations are subject to the approval of the Director of the Division of the Budget.
Short Form Transactions:  These NYSTEP transactions do not require supporting documentation to be attached in NYSTEP.  A reviewable Record must be retained by each agency of Post-Audit Review.
  

Spec CD:  This column in the Title and Salary Plan shows whether Classification Standards or Classification Specifications have been published for the title. A code of four numbers indicates a pre-1976 series specification. A code of seven numbers followed by letter "F" indicates that a final Classification Standard or post-1976 Specification has been issued, while seven numbers followed by letter "T" indicates that a tentative Classification Standard or post-1976 Specification has been published. Tentative Standards or Specifications have only limited distribution. The seven numbers represent the "Occupational Code" which is usually, but not always the same as the Title Code. 
Special Salary Treatments:  The Civil Service Law authorizes the Director of the Division of Classification to enhance baseline State salaries under certain circumstances.  The general purpose of Special Salary Treatments is to assist State agencies as they address recruitment and retention difficulties.  Special Salary Treatments include Increased Hiring Salaries, Shift Pay Differentials, Geographic Pay Differentials, Hazardous Duty Differentials, Safety Incentive Differentials, Occupational Pay Differentials, and Appointments Above the Minimum.  The Director retains the statutory authority to either reduce or enhance existing Special Salary Treatments, or terminate (i.e., rescind) existing Special Salary Treatments.
  

Specification or Class Specification:  A written description of a class covering duties, responsibilities, minimum qualification requirements, and other distinguishing features. 
Streamline:  A Division of the Budget process allowing for the immediate approval of a transaction that meets specified criteria through NYSTEP or by the Division of Classification and Compensation.

Title:  The “label” used to officially designate a class.  It is descriptive of the work performed and it’s relative level.

Title and Salary Plan:  The Title and Salary Plan is the complete listing of job titles in the Classified Civil Service (Classified Service).  The Title and Salary Plan is arranged alphabetically by title for all established Competitive, Non-Competitive, Exempt, and Labor Jurisdictional Class positions.  The Title and Salary Plan contains title specific information listed in the following separate columns: Title Code; Jurisdictional Class (JC); Salary Grade (SG); Negotiating Unit (NU); Title Name; Classification Standard Number (STD No); Level; and Decentralization Status (1A and Decntrl Lvl).
  

Title Code:  A seven-digit numeric label that designates the occupational group, the title series within the occupational group within which the title belongs, the level of the title and any parenthetic. 

  

Title or Class Title:  The "label" used to officially designate a class. It is descriptive of the work performed and its relative level. 
Title Structure Change:  The change of the title of a class where there are no substantial changes in duties or responsibilities. 

TPM (Title Plan Management):  Classification and compensation actions within NYSTEP. 

Trainee Plan:  A formal employee development plan (which is required for the creation of a traineeship) approved by the Department of Civil Service and the Division of the Budget governing the appointment and advancement of employees in training leading to permanent status.
  

Unclassified Service:  Positions specified in Section 35 of the Civil Service Law that are outside the jurisdiction of the Civil Service Department. Examples are: elected officers, appointees of the Governor or Legislature, including heads of departments and legislative employees, and employees in professional positions in certain colleges and all those persons whose principal functions are teaching or supervision of teaching in a public school, academy or college, or in the State University.

Title and Salary Plan Elements


The Title and Salary Plan is the complete listing of job titles in the Classified Service.  It is arranged alphabetically by title for all established Competitive, Non-competitive, Exempt, and Labor Jurisdictional Class positions.  An on-line version of the Title and Salary Plan can be found on the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/index.cfm
by clicking on “Classification Standards/ Title and Salary Plan” from the left-hand menu and then selecting “Title and Salary Plan Alphabetic Listing” under the heading Title and Salary Plan Information.  A copy of the on-line Title and Salary Plan is at the end of this section.  
Title and Salary Plan Coding

First Column


Beginning from left to right, the first column represents the seven-digit Title Code.  The first two numbers of the Code designate the occupational group within which the title belongs.  The title codes are helpful as many of the NYSTEP reports are listed in title code order.  

Second Column

The second column shows the Jurisdictional Class: Competitive = (0); Non-Competitive = (1); Exempt = (2); Labor Class = (3); Pending Non-competitive = (6); and Pending Exempt = (7).

Third Column

This column indicates the title’s salary grade.  If the Salary Grade is NS, this means it is Non-Statutory and that the Division of the Budget sets the salary.  If the Salary Grade is OS this means Other Statute; the salary is set by a Law outside that of the Civil Service Law.

Fourth Column

The fourth column is the Negotiating Unit (NU).  The most commonly used SUNY Negotiating Units are Security Services = (01); Administrative Services = (02); Operational Services = (03); Institutional Services = (04); Managerial/Confidential = (06); Agency Law Enforcement Services = (31); and Security Supervisors = (61).

Fifth & Sixth Columns

The fifth column displays the complete name of the title, followed by the sixth column which displays the Classification Standard Number and whether a Classification Standard has been published for a title.  A seven-digit title code that is black with an “F” at the end of the code indicates that there is a finalized standard available for the title, but it cannot be read on-line.  A blue highlighted seven-digit title code with an “F” at the end of the code indicates that the finalized Classification Standard can be read on-line by clicking on the number.  If there is a “T” at the end of a seven-digit title code, it means that the Classification Standard is in “tentative” and has not been finalized.  A four-digit code indicates a pre-1976 series specification for the title code exists, but is not available on-line. 

Seventh Column


The seventh column shows the level of the title.  The most common levels at SUNY are:  J = Journey-level; P = Parenthetic and T = Trainee.

Eighth & Ninth Columns


These columns indicate Decentralized Status.  Under the 1A column, the designation of “Y” means that the title is Decentralized.  Under the Decentrl Lvl column, the designation of “S” indicates that the Decentralized Title is appropriate for “pass through” to the Division of the Budget with no Pre-Audit review by the Division of Classification and Compensation. For a complete explanation of the Decentralized Program, see the Decentralized Classification Program section of this manual.

Title and Salary Plan Search Engine


This search engine is located on the C&C external website at http://www.cs.state.ny.us/tsplan/tsp_search.cfm and allows for the retrieval of the most recent title and allocation information by a variety of fields, including key words, occupational groupings (using the first two digits of the title code), salary ranges, and jurisdictional classes, and decentralization level.  The “HELP” button in the top right corner of the screen provides clarification of the search features and a listing of the occupational codes to use for the occupational grouping parameter.


A variety of information can be generated using the Title and Salary Plan Search Engine.  For example, to run a report that contains all titles that belong to the “Clerical” occupational group, in the box labeled “Title Code” select, “begins with” and the number “25” should be entered into the box to the right.  Click on “Submit Query” at the bottom of the screen to list all the titles designated as clerical.  


To generate a report of titles that are pre-approved for classification under the Decentralization Classification Program, in the box labeled “1A” select “is” and in the box following box select “yes.”  For the results, click the “Submit Query” button at the bottom of the screen. To determine which decentralized titles are pass through, in the box labeled “Decentralization Level” select “is” and in the box next to it select “Specific.” Click the “Submit Query” button at the bottom of the screen for results.  


Reports that list all titles that contain a key word can also be run.  For example, to generate a list of titles that contain the word “personnel,” in the box next to “Title” select “contains” and then type the word “personnel” in the box to the right.  Click “Submit Query” and all of the titles that contain the word personnel will be displayed.  

The following pages provide an example of the on-line Title and Salary Plan Search Engine and a page of a generated report.
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Classification Processing Requirements

Classification Considerations

Prior to submitting a classification request, there are several points you should consider, such as:

· Is there an existing vacant item already classified in the title? Check NYSTEP reports. If a vacant position does exist, it should be used.

· Are there any earmarks on the existing positions? If so, these positions should be evaluated by C&C to see if they can be used.
· Has a position already been classified to perform the duties and if so, where is that position currently assigned?

· Do you have fiscal approval to fill the position if approved?

· How will this action affect other positions in the immediate work unit or elsewhere in the organization?

· If requesting the reclassification of a filled item, is the incumbent eligible for appointment to the new title?

Factors Not Considered 

· The employee has passed an examination for a higher position.
· The employee has reached the top of the salary grade.
· Comparisons with other jobs when those jobs are improperly classified.
· Unusual diligence or hard work.
· Volume of work produced by an employee.
· Relative efficiency.
· Qualifications of the individual beyond the minimum required by the duties to be performed.
· Recruitment difficulty.
· Length of service of seniority.
· Financial need.
· Personality or gender.
· Approaching retirement.
“Long Form” Transactions


Requests to classify or reclassify a position to an existing title or a proposed new title are submitted to the Division of Classification.

New Position Requests:  This request requires that the requestor provide the following documentation to the Division of Classification and Compensation:
· A letter of justification explaining why no existing position is viable and a description of the program area to which the position will be assigned. 

· A detailed duties description that addresses supervisory, non-supervisory and/or administrative responsibilities, complexity, and independence of operation.  Duties should be presented in a duty/task format as found on page 33 & 34 of this manual. 
· An organization chart to include the name and title of the incumbent’s supervisor and if applicable, subordinate staff, and where the position exists in the organization.

· If a new title is requested (one that does not currently exist in the NYS Title and Salary Plan) a draft classification standard describing the scope of work that would properly be assigned to positions in the title.  Use the Guide to Writing Classification Standards manual for assistance in preparing the standard.
· Proposed minimum qualifications for appointment based on the job requirements. 

· If M/C designation is requested additional justification explaining why M/C is necessary.

· If Non-competitive or Exempt jurisdictional class designation is requested, a letter to the Civil Service Commission justifying this request should be attached to the NYSTEP transaction.
Reclassifications: This request requires the following documentation:
· A letter of justification explaining why no existing title is viable and a description of the program area to which the position will be assigned to.

· A detailed duties description that addresses supervisory, non-supervisory and/or administrative responsibilities, complexity, and independence of operation. The description should be presented in a duties/task format See the Duties Descriptions Section of the Manual for information on how to prepare a duties description.

· An organization chart to include the name and title of the incumbent’s supervisor and if applicable, subordinate staff, and where the position exists in the organization.

· If a new title is requested (one that does not currently exist in the NYS Title and Salary Plan) a draft classification standard describing the scope of work that would properly be assigned to positions in the title.  Use the Guide to Writing Classification Standards manual for assistance in preparing the standard. 
· Proposed minimum qualifications for appointment based on the job requirements. 

· If M/C designation is requested additional justification explaining why M/C is necessary.

· If Non-competitive or Exempt jurisdictional class designation is requested, a letter to the Civil Service Commission justifying this request should be attached to the NYSTEP transaction.

Documentation Description Guidelines

Agency Justification Letter:  Attached to the NYSTEP transaction using the ACL designation.  This is written as a business letter addressed to the Director of Classification and Compensation and is to include the following elements.

What is requested including:

· title, salary, grade, and incumbent information if the item is filled;
· where the item will be assigned;

· role of the position in the organizational unit;

· summary of what the (re) classification is expected to achieve; and

· historical background, if pertinent to changes in the job are relevant to the need for additional positions.

Why the position is needed including:

· reasons for the new position(s) or reclassification (e.g., reorganization of the unit, changes in technology, temporary duplicate item, new legislation, etc.) ;

· operational necessity for the action as well as any issues of health, safety, cost savings/avoidance, and potential impact on revenue generation;

· factors such as dollar amounts of contracts let or monitored, scope of program, or public/interagency contacts; and

· acronyms or “terms of the trade” should be explained.

Where describes the program where the item will be located.  Information that explains the size or complexity of the program should be included.  For example, if the position is to supervise grounds maintenance, include data on the acreage, number of buildings, number of roads, equipment used and any other program information that is pertinent to the position.  

Agency Duties Description: must be attached to the NYSTEP transaction using the “ADD” designation and the following:


Job Title - proposed title and salary grade;

Position Summary - a brief (1-3 sentence) summary that describes the overall role and function of the position in the organization, and the reporting relationships (supervisor of the position and subordinate staff, if appropriate); and

Duties - listed in activity/task format with major or predominate assignments first with percentages of time for each activity statement. Supervisory responsibilities are to be specific.

In addition to following the format provided below, see the section titled “Duties Descriptions” for further assistance.

Minimum Qualifications: These are required for new titles and for non-competitive jurisdictional classification for positions and should be included on the “AMQ” attachment.  These qualifications should reflect the type of education and/or experience that would prepare a new appointee in the title/position with the requisite baseline knowledge, skills, and abilities to allow them to function in the job with a reasonable chance for success, given the appropriate job training.

Agency Jurisdictional Classification: must be attached to the NYSTEP transaction using the “AJC” designation and is required when the item to be classified needs to be filled by other than a competitive examination.  This letter
is written as a business letter addressed to the President of the Civil Service Commission and should explain that a request has been submitted to the Division of Classification and Compensation for the creation of a position in a certain title and the reason for requesting exempt or non-competitive jurisdictional classification.

Agency Negotiating Unit:  must be attached to the NYSTEP transaction using the “ANU” designation.  This attachment is only needed if M/C designation is requested and must explain how the requested item fulfills one of the five pre-established criteria:

1. plays a major role in the formulation of policy;

2. plays a major role collective negotiations;

3. participation in the administration of agreements;

4. participation in personnel administration;

5. possess a confidential relationship to positions designated managerial as defined in 2, 3, or 4. 

The following header should also be used

Justification for Management/Confidential (MC) Designation
Title and Salary Grade:_____________
Item Number:_____________________

Campus Name:___________________

Personnel Charts:  Lists each position in that unit by title, grade, and incumbent name.  Personnel Charts are the type to attach to Long Form transactions as “ORG” and should contain the following details:

· official title, item number, incumbent name or an indication that the item is vacant;

· include the item that is the subject of the request and list that item as “proposed position”; and

· do not use acronyms, if the full name of the Civil Service title cannot be spelled out on the actual chart, submit a key explaining any abbreviations.
Earmarks

Positions are approved under a specific set of circumstances at a given point in time.  Section 118.2 of the CSL requires the Director of C&C to make revisions in the classification and compensation of positions, as necessary.  If conditions change, the use of certain titles may be limited until a review of the position classification has been completed. This process is referred to as Earmarking.  

The earmarking authority is responsible for the initiation of the earmark transaction, which is submitted electronically in NYSTEP.  Earmarks do not terminate at the end of a fiscal year, a change of item number, an organizational reassignment, a source of funding change, or a title structure change.

Separate earmark procedures are utilized by both the Division of the Budget and the Civil Service Commission.  The Division of the Budget utilizes the procedure in accordance with its responsibility for both fiscal control and general program direction, while the Civil Service Commission uses the procedure in relation to its responsibilities for Jurisdictional Classification.  For explanation as to how to remove these earmarks, contact the respective parties. 


Positions earmarked by the Division of Classification and Compensation cannot be filled unless Classification and Compensation removes the earmark completely, or permits a fill and continue.  A fill and continue action allows the item to be filled once.  The earmark is restored automatically following completion of the “fill.”


Earmarks remain with either the position or position classes even if the item numbers are changed, the item is organizationally reassigned, the funding source is changed, the fiscal year changes, or there is a title structure change.  In addition, the removal of an earmark on one position in a class of earmarked positions does not have any effect on the other earmarked positions in the class.


Reclassification of an earmarked position automatically removes all earmarks on that position only.   

Earmark Removal

To remove a Division of Classification and Compensation earmark, the agency must submit the following information:

· a letter of justification explaining why the earmark should be removed;

· a duties description for the position(s); and
· an organization chart indicating where the position(s) exist in the organization, reporting relationships and subordinate staff (if any).

Classification Processing  Resources

State Personnel Management Manual (SPMM): Section 0800 of the State Personnel Management Manual provides information on all Classification and Compensation issues.  This Section can be viewed on-line through the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/index.cfm and then clicking on “State Personnel Management Manual” from the menu on the left side of the homepage.

Guide to Writing Classification Standards:  This manual may also be viewed on-line through the Division of Classification and Compensation’s external website.  Starting at the Division’s homepage, on the left-hand menu click on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen, choose Guide to Writing Classification Standards.

NYSTEP Reports: There are two NYSTEP reports that should be run prior to performing a classification action: Vacant Position Roster and the Earmark  Status Report.   To access these reports, log on to the NYSTEP Homepage, click on reports at the top of the screen to access a second screen to click on “Agency PER Entry and TPM Display or Entry,” to reach the NYSTEP Current Report Folder.  This page(s) list what reports you have access to.  If the above reports are not listed, this means that you do not have the appropriate permissions for them.  To find out how to obtain these permissions, contact your campus IT Security Administration Office. 

· Vacant Position Roster:  This report identifies unfilled positions for an entire campus, title code, or grade range within a campus.  The data is as current as the end date of the last certified payroll period.  This report should be run before requesting to create a new position in an exiting title.  If there are vacant positions available they should be used first before creating new positions.      
· Earmark Status Report:  This report lists all earmarked positions within the campus, and indicates the control agency that placed the earmark, the date the earmark was placed, and the name of the incumbent and/or encumbent of positions affected by the earmark.  This report does not display earmarks placed by System Administration on the HRMS system. 

Appointment Level-Title Detail Report:  This report allows users to generate reports for up to three title codes, the entire campus, or create reports for multiple title codes.  The data is as current as the close of the previous day’s business. 

Additional information about NYSTEP Reports can be found in the NYSTEP Manual available on the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/.  From the left-hand menu, click on “log in” under the “New York State Personnel Administrators” heading. This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen under the NYSTEP/TPM Manual heading select the appropriate chapter. 

Work Load Tracking: This NYSTEP feature allows you to track the status of classification requests that have been sent to the Division of Classification and Compensation.  Users can search by five general categories: Long/Short Forms; 4D Salary Adjustments (Increased Hiring Rate, Geographic, Shift Pay Differentials); 4S Salary Adjustments (Equivalent Qualifications and Increased Minimums); Maintenance (BD-98 and Earmarks); and Compensation Adjustments (NS positions). To access Work Load Tracking, log onto the NYSTEP homepage, click on “NY Title and Position Mgmt,” then “Work Load Tracking,” then “Use,” then “Work Load Tracking” to reach the Search Dialog Screen.  Information on how to conduct a search is found in the on-line NYSTEP Manual. 

SUNY Forms:  The following pages are examples of forms used by SUNY Human Resources Offices when preparing a classification/reclassification transaction.  
State University of New York College at Cortland

	Request to Fill a Vacant or Reclassify 

A Classified Position/Appointment Form

	
	Form #2
(a.k.a. Green Sheet)



	
	
	Revised 9/03 GREEN ORIGINAL


	REQUESTING DEPARTMENT:
	     
	
	Human Resources Use Only

	CONTACT PERSON:
	     
	
	Name:
	
	

	 FORMCHECKBOX 
 Fill a Vacancy
	
	
	SS#:
	
	

	
	 FORMCHECKBOX 
 replacing
	     
	
	D.O.B.:
	
	

	
	 FORMCHECKBOX 
 new position
	
	
	
	Salary:
	
	

	 FORMCHECKBOX 
 Fill Reclassified Position
	
	
	
	
	Effective date:
	
	

	
	Current Incumbent
	     
	
	PED:
	
	

	 FORMCHECKBOX 
 Change a classified position
	
	
	
	
	Clearance Code:
	
	

	
	Current FTE:
	     
	
	
	Cert #:
	
	

	
	Proposed FTE:
	     
	
	
	List #:
	
	

	POSITION TITLE, SALARY GRADE:
	     
	
	Score:
	
	

	LINE ITEM #:
	     
	
	
	Appointment type:
	 FORMCHECKBOX 
  Perm
	

	DESCRIPTION OF DUTIES ATTACHED:
	 FORMCHECKBOX 
 Yes      FORMCHECKBOX 
 No
	
	
	

	ACCOUNT NUMBER:
	 FORMCHECKBOX 
 PSR
	     
	 FORMCHECKBOX 
 Temp Serv. 
	     
	
	  FORMCHECKBOX 
 Temp                        FORMCHECKBOX 
 Prov.

	WORK EFFORT:
	
	
	

	
	 FORMCHECKBOX 
 Full-time Perm
	
	
	
	
	  FORMCHECKBOX 
 Cont. - - Exp. Date:
	
	

	
	 FORMCHECKBOX 
 Part-time Perm
	     
	% of effort
	
	

	
	 FORMCHECKBOX 
 Temporary
	     
	hours per week
	
	

	EXPECTED APPOINTMENT DATE:
	     
	
	

	EXPECTED TERMINATION DATE: 
	     
	(if applicable)
	
	
	


(Signature – Department Head)






(Date)

(Signature – Next Level Supervisor)





(Date)
(Signature – VP; signature denotes Cabinet approval)



(Date)
(Signature – Business Office)






(Date)
Earmarked:  
   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Preferred List:
   FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
(Signature – Human Resources)






(Date)
Classified Reclassification Requests

All campus-supported requests will be reviewed twice per year by the President’s Cabinet.  The Cabinet will be reviewing requests in January and June/July each year.  The office of Human Resources must receive all materials for reclassification requests by June 15 and December 15 to be considered.  The following outlines specifics for classified submissions:

1. Incumbent must be immediately reachable and/or appointable to the proposed position/title.  If the incumbent is not immediately reachable, the college will not support the request. (this can be determined by contacting HR at ext. 2302)

2. A ‘Request for Reclassification Review’ form must be completed and approved by each level of supervision prior to submission to the vice president.

3. The following three items must be submitted on hard copy AND in MS Word electronic format (should be written as one document) via email to GaryE@em.cortland.edu:

i. Summary statement of purpose, functions and responsibilities of position

ii. Detailed job description (and questionnaire for Sec. 1 & 2 positions)

iii. Specific reasons for believing that the requested title and/or salary grade is more appropriate 

4. A current departmental Organizational Chart must be submitted on Hard Copy AND in electronic format, either MS Word or PowerPoint, via email to GaryE@em.cortland.edu

5. A copy of the incumbent’s current performance program must be submitted.

6. Additional information as deemed appropriate may be required.

All forms required can be obtained by contacting Human Resources at ext. 2302.  Gary Evans is available to review and comment on all classified reclassification requests prior to the above-mentioned deadlines.  This is encouraged to ensure that the submission is complete and accurate.
An employee does have the right to submit a reclassification request directly to the Department of Civil Service at any time.  This can be done by requesting a form ‘CC-2E – Employee Request for Reclassification Review’ which would then be sent to Albany with supporting documentation.  

Please contact Gary at ext. 2302 with any questions regarding this process.

SUNY CORTLAND

REQUEST FOR RECLASSIFICATION REVIEW

Please consider the following employee for reclassification as indicated:

	
	Incumbent’s Name:
	     

	
	Line Item Number:
	     

	
	Department:
	     

	
	Current Title:
	     

	
	Current Salary Grade:
	     

	
	Proposed Title:
	     

	
	Proposed Salary Grade:
	     


Attached is the supporting documentation including the current performance program, departmental organization chart, and appropriate Department of Civil Service Request form(s).

This reclassification request is supported by the incumbent’s immediate supervisor and departmental/division management and is being presented to Cabinet for review and endorsement.

____________________________________________________
_____________

Supervisor’s Signature





Date

____________________________________________________
_____________

Department Head






Date

____________________________________________________
_____________

Dean or Director






Date

(After above signatures are obtained, please forward to the Office of Human Resources for action)

************************************************************************

Cabinet Review:

 FORMCHECKBOX 
 Recommend

 FORMCHECKBOX 
 Not Recommend

____________________________________________________
_____________

Vice President







Date

(Signature indicates cabinet endorsement)

Rev. 1/03

Comments of Justification for Reclassification Request

The submission of reclassification requests requires a brief summary of the request.  Please provide the following answers, Save As and return e-mail to your Human Resources Associate.

Name:      
Title being requested:      
1. Where the position will be located       
2. The budget title of your immediate supervisor      
3. Brief summary of the duties and responsibilities      
4. Number and titles of all positions in the same office      
5. Number and titles of subordinate staff if this is a supervisory position      
6. Brief explanation of how the position conforms to the criteria in the Classification Standard      
There are up to 30 lines of comments available in HRMS so please do not exceed 30 lines.  You may send electronic attachments if you need more space.

Please also send electronic attachments of the list of job duties and the organizational chart that justifies this reclassification request.
II. Supervisor’s Statement
(To be completed by incumbent’s immediate supervisor)

A. Briefly describe your expectation of the role of the position.

B. What program responsibilities have you delegated to the incumbent?

C. What administrative tasks have you delegated to the incumbent?

D. What are the critical tasks associated with the position?

E. What are the critical skills which the incumbent must have?

F. Please describe the degree to which the incumbent must be familiar with the substance of the program and why?

G. If you disagree with any of the answers which the incumbent provided, or if you want to comment on or add to the answers, please do so here.  Please do not change incumbent’s answers.

H. Please provide a brief program description and an organization chart.  The chart should include names, Civil Service titles and item numbers; it should reflect all the people in the organization with whom the incumbent deals, especially those who are mentioned by name in this form.

Signature ________________________________         Date________________

Plattsburgh State University

     Human Resources Department

Position Questionnaire

Date:       
	         Name:
	        
	   Current Title/Grade:
	     

	Department:
	        
	Proposed Title/Grade:
	     

	Line #:
	        
	Contact for Questions:
	(Enter Name and work phone)


INSTRUCTIONS

The purpose of this position questionnaire is to gather information about the duties and responsibilities of jobs being performed at Plattsburgh State University.  The completion of this form is the first step in the classification process.  The Classification Program at Plattsburgh State University was designed to ensure that titles and pay grades accurately reflect the position responsibilities.  Your participation in this process is essential to its success.

This form may be completed by the employee or by the supervisor, but preferably should be a collaborative effort by both.  In responding to the questions, it is important: 1) to be as accurate and as thorough as possible, 2) to address the position, not the performance of the incumbent, and 3) to describe the job in your own words.

Because the questionnaire will be used for a wide variety of positions at Plattsburgh State University, some questions may be more applicable to particular types of jobs.  If you feel a question is not relevant to the position responsibilities, enter NOT APPLICABLE.

If you have any difficulty or concerns in completing this form, please contact your supervisor or the Human Resources Department.

1.JOB SCOPE & FUNCTION OF POSITION Give a brief statement of the overall purpose and primary function of the position.

	     


2.
ORGANIZATIONAL RELATIONSHIPS  A-D:  For the purpose of establishing organizational relationships, supervision will be defined as overseeing, directing, inspecting or guiding the work of others with responsibility for meeting performance standards.
A.
Attach an organization chart to include item or grant number, name of employee and payroll title/grade for each position (including faculty) assigned to the unit in which the subject position exists  encircling   or highlighting the subject position(s) on the chart.  Departments with several divisions or units may be required to provide charts for all organizational units within the department.


 FORMCHECKBOX 
  I HAVE ATTACHED AN UPDATED DEPARTMENTAL ORGANIZATIONAL CHART

B.
Incumbent’s direct Supervisor (Name & Title):
	     
	     


C.
Type of Supervision received (check one of the following):

	 FORMCHECKBOX 

	Incumbent works under direct supervision following standard practices and procedures.
	 FORMCHECKBOX 

	Incumbent works under supervisor’s general direction planning own work.
	 FORMCHECKBOX 

	Incumbent works independently with consultative direction.





Describe the nature and extent of instruction and guidance the incumbent receives to perform job duties.

	     



Describe the nature and extent of the check or review the incumbent’s work receives.

	     


D. Supervision of others by incumbent (check one of the following):

Note: do not include supervision of student employees

	 FORMCHECKBOX 

	Incumbent does not exercise supervisory responsibilities.
	 FORMCHECKBOX 

	Incumbent may provide supervision to subordinate staff.
	 FORMCHECKBOX 

	Incumbent provides direct supervision to the following subordinate staff:



List below the names and titles of supervised staff:
	     


Incumbent spends approximately         % of work time supervising other employees and 

approximately       % performing the same level work of subordinates in the work unit.

Check each of the phrases below which describe the kind of supervision this position requires one to exercise.

	 FORMCHECKBOX 

Plan work


 FORMCHECKBOX 

Instruct methods, procedures

 FORMCHECKBOX 

Assign work


 FORMCHECKBOX 

Correct errors

 FORMCHECKBOX 

Check and approve work


 FORMCHECKBOX 

Supervise employees in remote locations

 FORMCHECKBOX 

Make hiring recommendations


Maintain employee discipline

 FORMCHECKBOX 

Make promotional recommendations

 FORMCHECKBOX 

Maintain employee records

 FORMCHECKBOX 

Make final decision on hiring


 FORMCHECKBOX 

Handle complaints and grievances

 FORMCHECKBOX 

Make final decision on promotions

 FORMCHECKBOX 

Make recommendations regarding

 FORMCHECKBOX 

Recommend salary adjustments


unsatisfactory employees

 FORMCHECKBOX 

Make final decision on salary


Make final decision regarding

adjustments



Unsatisfactory employee
	 FORMCHECKBOX 
  Instruct methods, procedures

 FORMCHECKBOX 
  Correct errors

 FORMCHECKBOX 
  Supervise employees in remote locations

 FORMCHECKBOX 
  Maintain employee discipline

 FORMCHECKBOX 
  Maintain employee records

 FORMCHECKBOX 
  Handle complaints and grievances

 FORMCHECKBOX 
  Make recommendations regarding unsatisfactory employees

 FORMCHECKBOX 
  Make final decision regarding Unsatisfactory employees


E.

Contacts: concerned with the required interaction of the incumbent with individuals both within and outside the organization during the performance of duties.



Specify the type (e.g., coordinating, informational, advisory, counseling, negotiating) and frequency of contacts (e.g., the public, government agencies, sponsors, patients, other hospitals, other research laboratories, departments/staff).
	     


JOB ACTIVITIES: Describe all the duties of this position fully, describing what is done and the major steps to illustrate how the job is done with an estimate of how much time is spent on each task per day/week/month, in order to give an accurate and complete picture of the job.  Percent of time for all tasks should total 100%  For those tasks performed less frequently, you may indicate how often they are performed e.g. monthly, quarterly, annually, etc.  Begin with the primary duties of this position and check as required those functions that are essential to attain job objectives as required by the Federal Americans with Disabilities Act 1990.  
	Percent of Total Time/Frequency
	ACTIVITIES
	Essential

Functions

	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	TOTAL
	

	0.0 FORMTEXT 

0%

	


4.
COMPLEXITY AND DIFFICULTY This section covers the nature, number, variety and intricacy of tasks, steps, processes or methods in the work performed; the difficulty in identifying what needs to be done, and the difficulty and originality involved in performing the work.  Cite typical examples of problem solving, decision-making, planning or creative thinking which you have accomplished.
A.
 NON-ROUTINE WORK involves interpreting or analyzing results or applying specialized knowledge of procedures requiring not only the ability to use discretion and make independent judgments, but there is a continual variety of interpretation involved in non-routine work.


ROUTINE WORK involves regularly following a detailed course of action in accordance with standard procedures; results are attained and solutions are found by applying standard guidelines and following prescribed procedures; may involve continuous or repetitive tasks.

The major functions/duties of this position would be considered:   FORMCHECKBOX 
 Routine 
 FORMCHECKBOX 
 Non-routine

Give specific examples of “non-routine” or complex activities:

	     


B.
Give specific examples, listing in order of importance, of the type and extent of problems that must be resolved by this position on a regular basis.

	     


C. Give specific examples of the initiative, judgment, analytical skills, and creativity necessary to develop workable solutions for the above.

	     


Can the work be standardized in a given period of time?     FORMCHECKBOX 
 Yes     FORMCHECKBOX 
  No

D.
What guidance is available in the form of established practices or supervision (e.g., handbooks, guidelines, research protocols, past practice, or authoritative advice, etc.)?

	     


5.
EQUIPMENT: :   List equipment used on a regular basis in the performance of your duties and indicate whether the use of such is considered routine or complex (e.g. office equipment may include personal computer ,scanner, etc.)
	
	Routine
	Complex

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



6.
ACCOUNTABILITY: Depends upon the extent to which the employee is expected to develop the sequence and timing of various aspects of the work, to modify or to recommend modifications of instructions and to participate in establishing priorities and defining objectives.
A.
Give specific examples of the duties performed and explain how the employee will be expected to use discretion in decision making, make independent judgments, and be involved in the interpretation of results.
	     


B.
What types of decisions are referred to a higher authority?  Give specific examples.

	     


C.
To what extent is this position involved in policy or research protocol decisions (e.g., implementation, recommending action, development, or interpretation)?
	     


(a)
Interpreting Policy: (IF APPLICABLE) Choose the ONE (1) that best describes this position’s responsibility for interpreting policy within your department.  Give examples.

	 FORMCHECKBOX 

	Performs simple, well-defined duties; no real policy interpretation required.


	 FORMCHECKBOX 

	Limited knowledge of department’s work; some understanding for interpretation of operating policies.
	 FORMCHECKBOX 

	Moderate knowledge of department’s work; moderate understanding for interpretation of operating policies.


	 FORMCHECKBOX 

	Extensive knowledge of department’s work; comprehensive understanding for interpretation of most operating policies


(b) Formulating Policy: (IF APPLICABLE) Choose the ONE (1) that best describes your responsibility for formulating policy in the department.


 FORMCHECKBOX 
  N/A      FORMCHECKBOX 
  Assists in formulating policy within a department that would affect: (check all that apply)

 FORMCHECKBOX 
  Division of a department
 FORMCHECKBOX 

Other departments


 FORMCHECKBOX 
  Entire department
 FORMCHECKBOX 

General public


Examples:  

	     


2.
Final authorization of policy within a division of a department.  Policy decision would affect:

 FORMCHECKBOX 

Division only
 FORMCHECKBOX 

Other Upstate departments

 FORMCHECKBOX 

Entire department
 FORMCHECKBOX 

General public


Examples:

	     


3.
Final authorization or approval of major operating policies for a department.  Policy decision would affect:


 FORMCHECKBOX 

Department

 FORMCHECKBOX 
  Other Upstate departments

 FORMCHECKBOX 
  General public


Examples:

	     


D. Describe the consequences of an error made by someone in this position. (consider patient care, work flow, cost impact)

	     


E. Indicate below the magnitude of financial/budgetary responsibility (if any).

	Review expenses against budget?




Maintain budget records?




Approve expenditures?




Develop budget recommendations?




Prepare budget request and written narrative?

Approve budget requests for other departments?
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No



Examples:  

	     


F. Give examples of sensitive/confidential information that this position is required to work with or have access to in order to perform the job.

	     


JOB QUALIFICATIONS: The skills, knowledge and abilities should reflect the minimum required to perform the job satisfactorily; the incumbent’s personal qualifications may exceed the minimum, and may not be a true measure of job qualifications.
Indicate the minimum educational level and the number of years of experience (if any) that is required to perform this job.  Include any specific type of experience that may be required (e.g., histology, electron microscopy, etc.).  State why the requirements listed are necessary to perform the job.  Include any required license, registry or certification, if appropriate.

Minimum Education Requirements:

Required  Preferred

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Less than high school education

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High School diploma or equivalent

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Associate’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Certificate and/or advanced specialized or technical training in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bachelor’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Master’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Doctoral degree in      

	
	
	

	In lieu of a formal degree, would you consider employing someone who possessed an equivalent combination of education and experience?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No


Minimum Years of Experience Required:


     
Other Requirements:



     
8. ADDITIONAL COMMENTS: (A statement of any proposed duties that may affect the classification of this position may be included here).

	     


Employee’s Signature:                                                 Date:   ________________________                       
9. REVIEW: (To be completed by the immediate supervisor) Please comment on each of the preceding statements. Attach 



additional pages if necessary.

 FORMCHECKBOX 
   I approve this description as written.

 FORMCHECKBOX 
   I approve this position as amended.

Supervisor: 



Date:

Vice President:   


 Date:


SUNY Upstate Medical University

Human Resources Department

Position Questionnaire

Date:       
	         Name:
	        
	   Current Title/Grade:
	     

	Department:
	        
	Proposed Title/Grade:
	     

	Line or Grant#:
	     
	Contact for Questions:
	(Enter Name and work phone)


INSTRUCTIONS

The purpose of this position questionnaire is to gather information about the duties and responsibilities of jobs being performed at SUNY Upstate Medical University.  The completion of this form is the first step in the classification process.  The Classification Program at Upstate was designed to ensure that titles and pay grades accurately reflect the position responsibilities.  Your participation in this process is essential to its success.

This form may be completed by the employee or by the supervisor, but preferably should be a collaborative effort by both.  In responding to the questions, it is important: 1) to be as accurate and as thorough as possible, 2) to address the position, not the performance of the incumbent, and 3) to describe the job in your own words.

Because the questionnaire will be used for a wide variety of positions at Upstate, some questions may be more applicable to particular types of jobs.  If you feel a question is not relevant to the position responsibilities, enter NOT APPLICABLE.

If you have any difficulty or concerns in completing this form, please contact your supervisor or the Human Resources Department, Classification and Compensation Section at 464-5813.

1.JOB SCOPE & FUNCTION OF POSITION Give a brief statement of the overall purpose and primary function of the position.

	     


2.
ORGANIZATIONAL RELATIONSHIPS  A-D:  For the purpose of establishing organizational relationships, supervision will be defined as overseeing, directing, inspecting or guiding the work of others with responsibility for meeting performance standards.
A.
Attach an organization chart to include item or grant number, name of employee and payroll title/grade for each position (including faculty) assigned to the unit in which the subject position exists encircling   or highlighting the subject position(s) on the chart.  
Departments with several divisions or units may be required to provide charts for all organizational units within the department.


 FORMCHECKBOX 
  I HAVE ATTACHED AN UPDATED DEPARTMENTAL ORGANIZATIONAL CHART

B.
Incumbent’s direct Supervisor (Name & Title):
	     
	     


C.
Type of Supervision received (check one of the following):

	 FORMCHECKBOX 

	Incumbent works under direct supervision following standard practices and procedures.
	 FORMCHECKBOX 

	Incumbent works under supervisor’s general direction planning own work.
	 FORMCHECKBOX 

	Incumbent works independently with consultative direction.





Describe the nature and extent of instruction and guidance the incumbent receives to perform job duties.

	     



Describe the nature and extent of the check or review the incumbent’s work receives.

	     


D.
Supervision of others by incumbent (check one of the following):
	 FORMCHECKBOX 

	Incumbent does not exercise supervisory responsibilities.
	 FORMCHECKBOX 

	Incumbent may provide supervision to subordinate staff.
	 FORMCHECKBOX 

	Incumbent provides direct supervision to the following subordinate staff:



List below the names and titles of supervised staff:
	     


Incumbent spends approximately         % of work time supervising other employees and 

approximately       % performing the same level work of subordinates in the work unit.

Check each of the phrases below which describe the kind of supervision this position requires one to exercise.

	 FORMCHECKBOX 

Plan work


 FORMCHECKBOX 

Instruct methods, procedures

 FORMCHECKBOX 

Assign work


 FORMCHECKBOX 

Correct errors

 FORMCHECKBOX 

Check and approve work


 FORMCHECKBOX 

Supervise employees in remote locations

 FORMCHECKBOX 

Make hiring recommendations


Maintain employee discipline

 FORMCHECKBOX 

Make promotional recommendations

 FORMCHECKBOX 

Maintain employee records

 FORMCHECKBOX 

Make final decision on hiring


 FORMCHECKBOX 

Handle complaints and grievances

 FORMCHECKBOX 

Make final decision on promotions

 FORMCHECKBOX 

Make recommendations regarding

 FORMCHECKBOX 

Recommend salary adjustments


unsatisfactory employees

 FORMCHECKBOX 

Make final decision on salary


Make final decision regarding

adjustments



Unsatisfactory employee
	 FORMCHECKBOX 
  Instruct methods, procedures

 FORMCHECKBOX 
  Correct errors

 FORMCHECKBOX 
  Supervise employees in remote locations

 FORMCHECKBOX 
  Maintain employee discipline

 FORMCHECKBOX 
  Maintain employee records

 FORMCHECKBOX 
  Handle complaints and grievances

 FORMCHECKBOX 
  Make recommendations regarding unsatisfactory employees

 FORMCHECKBOX 
  Make final decision regarding Unsatisfactory employees


E.

Contacts: concerned with the required interaction of the incumbent with individuals both within and outside the organization during the performance of duties.



Specify the type (e.g., coordinating, informational, advisory, counseling, negotiating) and frequency of contacts (e.g., the public, government agencies, sponsors, patients, other hospitals, other research laboratories, Upstate departments/staff).
	     


JOB ACTIVITIES: Describe all the duties of this position fully, describing what is done and the major steps to illustrate how the job is done with an estimate of how much time is spent on each task per day/week/month, in order to give an accurate and complete picture of the job.  Percent of time for all tasks should total 100%  For those tasks performed less frequently, you may indicate how often they are performed e.g. monthly, quarterly, annually, etc.  Begin with the primary duties of this position and check as required those functions that are essential to attain job objectives as required by the Federal Americans with Disabilities Act 1990.  
	Percent of Total Time/Frequency
	ACTIVITIES
	Essential

Functions

	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	0%
	     
	 FORMCHECKBOX 


	TOTAL
	

	0.0 FORMTEXT 

0%

	


4.
COMPLEXITY AND DIFFICULTY This section covers the nature, number, variety and intricacy of tasks, steps, processes or methods in the work performed; the difficulty in identifying what needs to be done, and the difficulty and originality involved in performing the work.  Cite typical examples of problem solving, decision-making, planning or creative thinking which you have accomplished.
A.
 NON-ROUTINE WORK involves interpreting or analyzing results or applying specialized knowledge of procedures requiring not only the ability to use discretion and make independent judgments, but there is a continual variety of interpretation involved in non-routine work.


ROUTINE WORK involves regularly following a detailed course of action in accordance with standard procedures; results are attained and solutions are found by applying standard guidelines and following prescribed procedures; may involve continuous or repetitive tasks.

The major functions/duties of this position would be considered:   FORMCHECKBOX 
 Routine 
 FORMCHECKBOX 
 Non-routine

Give specific examples of “non-routine” or complex activities:

	     


B.
Give specific examples, listing in order of importance, of the type and extent of problems that must be resolved by this position on a regular basis.

	     


G. Give specific examples of the initiative, judgment, analytical skills, and creativity necessary to develop workable solutions for the above.

	     


Can the work be standardized in a given period of time?     FORMCHECKBOX 
 Yes     FORMCHECKBOX 
  No

D.
What guidance is available in the form of established practices or supervision (e.g., handbooks, guidelines, research protocols, past practice, or authoritative advice, etc.)?

	     


5.
EQUIPMENT: :   List equipment used on a regular basis in the performance of your duties and indicate whether the use of such is considered routine or complex (e.g. office equipment may include personal computer ,scanner, etc.; clinical equipment may include respirators, tracheotomy tubes, monitors, oscilloscope, etc.)



	
	Routine
	Complex

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 



6.
ACCOUNTABILITY: Depends upon the extent to which the employee is expected to develop the sequence and timing of various aspects of the work, to modify or to recommend modifications of instructions and to participate in establishing priorities and defining objectives.
A.
Give specific examples of the duties performed and explain how the employee will be expected to use discretion in decision making, make independent judgments, and be involved in the interpretation of results.
	     


B.
What types of decisions are referred to a higher authority?  Give specific examples.

	     


C.
To what extent is this position involved in policy or research protocol decisions (e.g., implementation, recommending action, development, or interpretation)?
	     


(a)
Interpreting Policy: (IF APPLICABLE) Choose the ONE (1) that best describes this position’s responsibility for interpreting policy within your department.  Give examples.

	 FORMCHECKBOX 

	Performs simple, well-defined duties; no real policy interpretation required.


	 FORMCHECKBOX 

	Limited knowledge of department’s work; some understanding for interpretation of operating policies.
	 FORMCHECKBOX 

	Moderate knowledge of department’s work; moderate understanding for interpretation of operating policies.


	 FORMCHECKBOX 

	Extensive knowledge of department’s work; comprehensive understanding for interpretation of most operating policies


(c) Formulating Policy: (IF APPLICABLE) Choose the ONE (1) that best describes your responsibility for formulating policy in the department.


 FORMCHECKBOX 
  N/A      FORMCHECKBOX 
  Assists in formulating policy within a department that would affect: (check all that apply)

 FORMCHECKBOX 
  Division of a department
 FORMCHECKBOX 

Other Upstate departments


 FORMCHECKBOX 
  Entire department
 FORMCHECKBOX 

General public


Examples:  

	     


2.
Final authorization of policy within a division of a department.  Policy decision would affect:

 FORMCHECKBOX 

Division only
 FORMCHECKBOX 

Other Upstate departments

 FORMCHECKBOX 

Entire department
 FORMCHECKBOX 

General public


Examples:

	     


3.
Final authorization or approval of major operating policies for a department.  Policy decision would affect:


 FORMCHECKBOX 

Department

 FORMCHECKBOX 
  Other Upstate departments

 FORMCHECKBOX 
  General public


Examples:

	     


H. Describe the consequences of an error made by someone in this position. (consider patient care, work flow, cost impact)

	     


I. Indicate below the magnitude of financial/budgetary responsibility (if any).

	Review expenses against budget?




Maintain budget records?




Approve expenditures?




Develop budget recommendations?




Prepare budget request and written narrative?

Approve budget requests for other departments?
	 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes

 FORMCHECKBOX 
  Yes
	 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No

 FORMCHECKBOX 
  No



Examples:  

	     


J. Give examples of sensitive/confidential information that this position is required to work with or have access to in order to perform the job.

	     


JOB QUALIFICATIONS: The skills, knowledge and abilities should reflect the minimum required to perform the job satisfactorily; the incumbent’s personal qualifications may exceed the minimum, and may not be a true measure of job qualifications.
Indicate the minimum educational level and the number of years of experience (if any) that is required to perform this job.  Include any specific type of experience that may be required (e.g., histology, electron microscopy, etc.).  State why the requirements listed are necessary to perform the job.  Include any required license, registry or certification, if appropriate.

Minimum Education Requirements:

Required  Preferred

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Less than high school education

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	High School diploma or equivalent

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Associate’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Certificate and/or advanced specialized or technical training in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Bachelor’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Master’s degree in      

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	Doctoral degree in      

	
	
	

	In lieu of a formal degree, would you consider employing someone who possessed an equivalent combination of education and experience?   FORMCHECKBOX 
  Yes     FORMCHECKBOX 
  No


Minimum Years of Experience Required:


     
Other Requirements:



     
10. ADDITIONAL COMMENTS: (A statement of any proposed duties that may affect the classification of this position may be included here).

	     


Employee’s Signature:                                                 Date:                          
9.

REVIEW: (To be completed by the immediate supervisor) Please comment on each of the preceding statements. Attach additional pages if necessary.

 FORMCHECKBOX 
   I approve this description as written.

 FORMCHECKBOX 
   I approve this position as amended.








Department Head/

Supervisor: 



Project Director:   

Duties Descriptions

A duties description is a detailed document that outlines the duties to be performed by the incumbent of a position.  This description is to contain the actual activities and tasks the incumbent is expected to perform. It should not be a reiteration of the Classification Standard.  
Writing Duties Statements


A duties description must delineate the activities and tasks that are performed to get the job done.  An activity statement describes a broad area of work within a job.  A task statement describes a specific part of the work that is logically related to accomplishing the designated activity.

Activity Example: Maintains apparatus, instruments, and equipment.
Task Example: Cleans and sterilizes equipment, apparatus, and instruments.           

When writing duties descriptions, keep the following four questions in mind:

1. What does the employee do?

2. To what or to whom?

3. Why is the employee doing the activity?

4. How is the employee performing the activity?

For example:

Does What?  Administers



To What or Whom? Minor medical treatments or medications (taking temperatures, treating minor cuts and bruises, giving aspirin, or cough syrup).
Why?  To correct a student’s minor health problems.

How?
 Using knowledge of symptoms to determine need and following campus medical procedures.


Every effort should be made to consolidate activities and task descriptions whenever possible. For example, if a major activity of a position is to monitor services, state:

“Monitors services to clients to assure compliance with program mandates and applicable laws and regulations and to evaluate program and staff effectiveness.”  Do not include a separate description for each incidence of monitoring for each type of program and for every activity performed.


Duties described are to be the most common to and characteristic of the class first, followed by duties that are significant to the particular assignment the incumbent will be performing.  For example, Head Cooks are staff and usually supervise Cooks.  However, in the Department of Correctional Services Head Cooks also supervise inmate workers.  This activity should be included since it is a significant component of the positions in the Department of Correctional Services. 

Use of Active Verbs


To describe activities and tasks, use active verbs and avoid using phrases that are ambiguous. Examples of inappropriate, ambiguous terms are as follows:

accepts

interfaces

accompanies

is in charge of

accomplishes
is available for
acts for/as
       
is responsible for

aids


keeps records
ascertains
           assists

gives


maintains

makes


assures

handles

briefs


orientates

attends

carries out
           communicates
conducts

cooperates

effects


participates

performs

prepares

processes

receives

provides

endorses

enforces

relates

replies to

engages in

responds to

requests

ensures

establishes

executes

secures

facilitates

sees that

follows up

serves as

helps


supervises

initiates

institutes

interacts

insures

visits


talks


understands

utilizes

verifies

supports

furnishes

works with

assumes responsibility for

may (perform, serve, etc.)

appears before a group

in cooperation with

takes necessary action

keeps staff informed of

The following is a list of suitable action terms and their definitions:

Accounts:

To furnish a justifying analysis or explanation.

Acquires:

To buy or take possession of.

Adapts:

To modify to suit or to fit specific needs.

Adjusts:

To bring the parts of something to a true, more desirable, or




effective position.

Administers:
To carry out or regulate organizational or program operations, policies, and procedures; to apply a remedy.

Adopts:
To accept and use as one’s own.

Advises:
To provide, based on specialized knowledge and usually only upon request, information, ideas, suggestions, or informed opinions which aid/support others in deciding on a course of action or making a decision.

Advocates:
To endorse in an assertive and deliberate manner.

Allocates:
To set aside money, property, group of individuals, programs, or organizations.

Allots:
To distribute a share or portion for a specific purpose.

Alters:
To make different without changing into something else.

Analyzes:
To separate all or any part of something into its constituent parts for the purpose of identifying and examining relationships of the parts to one another and to other factors.

Answers:
To speak or write in reply to an inquiry.

Applies:
To put to use for a purpose.

Appoints:
To officially designate.

Appraises:
To give an expert judgment of worth or merit.

Approves:

To exercise final authority with regard to the acceptability of 




an action.

Arbitrates:

To act with defined authority to resolve a dispute.

Arranges:

To prepare for an event.

Assembles:
To convene individuals out of common interest or purpose; to fit together with component parts of a structure or machine.

Assesses:

To determine the exact value or extent prior to judging it or 




using it as the ground for a decision.

Assigns:
To specify or designate tasks or duties to be performed by others.

Audits:
To examine accounts in a final, official sense to verify their correctness.

Authorizes:
To give permission for or to empower through vested authority.

Awards:
To confer or bestow for performance or quality.

Balances:
To arrange or prove so that the sum of one group equals the sum of another.

Bargains:
To negotiate the terms of a sale, exchange, or other agreement.

Budgets:
To plan a summary of probable expenditures and income for a given period.

Calculates:
To determine by mathematical or statistical processes.

Calibrates:
To check, adjust, or standardize the graduation of.

Categorizes
To group on the basis of a comparison of certain readily perceived characteristics and criteria.

Certifies:
To officially endorse something in conformance with set standards.

Checks:
To compare with a source as to verify accuracy.

Circulates:
To move from person to person or place to place.

Classifies:
To arrange, distribute, or group facts/items according to common characteristics.

Coaches:
To befriend and encourage individuals on a personal, caring basis.

Collaborates:
To work jointly with.

Collates:
To assemble in proper numerical or logical sequence.

Collects:
To bring data or material together in a group or mass.

Compares:
To examine for the purpose of discovering similarities or differences.

Compiles:
To place information or arrange material from other documents into a formalized order.

Composes:

To create by artistic labor.

Computes:

To determine by arithmetical processes.

Condenses:

To shorten material without altering its meaning.

Confers:
To seek and compare views, opinions, and judgments with others through discussions.


Confirms:

To assure the accuracy, consistency, or completeness of.

Consolidates:
To bring together; to combine several into one.

Constructs:
To make or form by combining parts; to draw with suitable instruments and under specified conditions.

Consults:

To give expert/definitive professional advice.

Controls:
To evaluate, verify, regulate, and/or be informed about actions to the point of influencing or directing.



Conveys:
To transfer by legal means ownership of property from one individual to another.

Coordinates:
To guide, regulate, or adjust the interrelated and interdependent activities of individuals or functions of a unit(s) to facilitate a common action and to attain a common purpose or goal.

Correlates:
To establish a direct or inverse relationship.

Corresponds:
To communicate with others in writing.

Counsels:
To provide advice, usually on one’s own initiative, in which a course of action is suggested or urged and some recourse of follow-up is implied. 

Creates:
To bring into existence; to produce through imaginative skill.

Debates:
To discus and argue a question formally, and usually in public.

Decides:
To make up one’s mind as to action, course, or judgment.

Defends:
To ward off something that actually threatens; to repel something that actually attacks.

Defines:
To determine and state the limits and nature of; to give the distinguishing characteristics of.

Delegates:
To designate with authority another to perform tasks or duties which in turn may carry specific degrees of accountability and authority.

Deliberates:
To consider carefully and thoroughly a matter with abstract/complex variables to arrive at a conclusion.

Delivers:
To carry something to an intended destination.

Demonstrates:
To explain or make clear by using examples/experiments or showing the operations of.

Describes:
To give an account in words that create a visual image to the minds of others.

Designates:
To choose an incumbent or to detail a person to a certain post.

Designs:
To conceive, create, and execute the form or shape of a physical object or the method for doing something.

Detects:
To take notice of something by physical means (e.g., visual, tactile.


Determines:
To fix conclusively or authoritatively the course, character, functions, or scope of something.

Develops:
To expand or realize the potentialities of; to bring gradually to a fuller, greater, or better state.

Devises:
To form in the mind by new combinations or applications of ideas or principles; to invent.

Diagnoses:
To identify a disease, malfunction, or cause of disorder by symptoms or distinguishing characteristics.

Directs:
To personally oversee, inspect, or guide the work of others, with responsibility for ensuring certain standards of performance are met.

Disburses:
To pay out or distribute with authority.

Disciplines:
To penalize individuals or groups, whose behavior is contrary to existing regulations; to establish habits of self- control.

Discusses:

To exchange views to arrive at a better understanding.

Dismantles:

To take apart or raze; to remove furniture or equipment.

Dispatches:

To send off or out.

Dispenses:
To give a carefully weighed or measured portion to each of a group as a right or as to need.

Displays:
To show; to place before the view of others.

Disseminates:
To spread or disperse information or ideas.

Distributes:
To deal out portions or spread about in units among a number of recipients.

Drafts:
To prepare papers or documents in preliminary form for clearance and approval by others.

Drives:
To start, stop, and control the movement or action of machines.

Edits:
To correct spelling, faulty phrasing, and imperfect punctuation, and mark a manuscript to ready it for publication.

Elaborates:
To work in detail; to give details.

Elects:
To vote for.

Eliminates:
To get rid of; to set aside as unimportant.

Employs:
To use or engage the service of; to provide a job with consideration.

Encourages:
To inspire with spirit and hope.

Endorses:
To support or recommend actively.

Enlists:
To secure the support and aid of.

Enters:
To write down in a record, diary, log, or list; to make an entry of.

Escorts:
To accompany another or others to give protection or to watch over; to accompany as a courtesy or honor.

Estimates:
To make a rough approximation of the size, extent, or value of.

Evaluates:
To judge reports, data, plans, or performances in relation to established goals, policies, and standards; to compare critically to a standard for suitability.

Examines:
To look over closely to determine the condition, quality, validity, or nature of.

Exchanges:
To give or take one thing in return for another.

Exhibits:
To put forward prominently or openly, either with the express intention or with the results of attracting other’s attention or inspection.

Experiments:
To undertake an action to discover something not yet known or to demonstrate something known.

Explains:
To make clear or easier to understand that which appears vague, causeless, or inconsistent.

Extracts:
To pull out by effort; to make a selection quotation of; to determine by calculation.

Fabricates:
To build by assembling; to manufacture.

Fastens:
To make secure by locking, shutting, buttoning; to fix firmly in place.

Files:
To arrange in a methodical manner; to rub smooth or cut away with a tool.

Forecasts:
To predict or indicate a condition or event beforehand as a result of rational study of available data.

Formulates:
To prepare mentally a rough plan, policy or procedure.

Garners:

To gather and store in a granary.

Gathers:

To pick, pluck, and cull a crop.

Gauges:
To assess a thing as authentic, good, or adequate or the degree it is so in relation to a standard measure or scale.

Generates:

To originate by a vital, chemical, or mechanical process.

Governs:

To exercise continuous sovereign authority over.

Grade:
To divide into groups based on ascending or descending order.



Guards:
To watch over to keep safe from any potential attack or harm.

Guides:
To show the way or approach by applying intimate knowledge or experience of the way or approach and of all its difficulties.

Hires:
To engage the service of for a set sum.

Identifies:
To recognize, acknowledge, or establish based on the characteristics of.

Illustrates:
To make clear something which is difficult, abstract, or remote from experience especially to use pictures or sketches or make vivid or real what is being explained.

Implements:
To carry out or into effect a plan, program, or operation.

Improves:
To correct or advance something by supplying what it lacks or wants.

Informs:
To make known; to call attention to.

Innovates:
To exercise creativity in introducing something new or in making changes.

Inspects:
To search, through direct observations, for conditions such as errors, defects, flaws, or shortcomings.

Installs:
To establish in an indicated place, condition, or status; to set up for use in service.

Instructs:
To impart knowledge systematically.

Interprets:
To explain meanings or intentions, not immediately apparent to others, in light of individual judgment; to translate.

Interviews:
To obtain facts or opinions through oral inquiry or examination.

Inventories:
To catalog; to count and list; to make an itemized record of.

Investigates:
To make a methodical, searching inquiry into a situation.

Issues:
To put forth or to distribute officially.

Itemizes:
To enumerate one after another; to set or note down in detail.

Justifies:
To prove or show to be right or reasonable in light of individual belief or facts.

Leads:
To guide or direct others on a course or in the direction of without final responsibility for results achieved.

Manages:
To guide and coordinate worker activities and organizational or program policies, rules, practices, methods and standards.

Manipulates:
To move, guide, or place objects or materials with skill and dexterity.

Manufactures:
To make or process raw material into a finished product.

Maps:
To make a survey of for the purpose of representation.

Matches:
To pair up or put into a set those items possessing equal or harmonizing attributes.

Measures:
To determine the quantity, mass, extent, or degree of in terms of a standard unit or fixed amount.

Mediates:
To interpose with parties to reconcile them; to reconcile differences.

Mends:
To repair, to restore to soundness that which is broken or torn.

Modifies:
To limit or restrict the meaning of; to make minor changes in.

Monitors:
To watch, observe, or check for a specific purpose.

Motivates:
To stimulate the active interest or desire within someone for something.

Negotiates:
To confer with others for the purpose of reaching agreement.

Notifies:
To send a formal notice giving required or pertinent information.

Observes:
To obtain data visually.

Obtains:
To acquire or gain possession of.

Operates:
To start, stop, control, and adjust machinery or equipment.

Organizes:
To take steps to set up the administrative structure or functions of an office or process.

Originates:
To bring into being; to initiate.

Outlines:
To make a summary of the significant features of a subject.

Overhauls:
To make repairs, adjustments needed to restore to good working order.

Oversees:
To watch, to monitor.

Permits:
To consent to; to authorize.

Plans:
To devise a detailed means of course of action for attaining an objective/goal.

Posts:
To transfer or carry information from one record to another; to display prominently.

Predicts:
To foretell on the basis of observation, experience, or scientific reason.

Prescribes:
To recommend medical treatment with authority.

Presents:
To lay as a charge before the court; to offer for view.

Preserves:
To keep safe; to protect; to keep free from decay.

Prevents:
To stop something from occurring; to take advance measures against.

Procures:
To obtain possession of.

Produces:
To grow; to make, bear, or yield something.

Programs:
To arrange or work out a sequence of operations to be performed by equipment or machinery.

Promotes:
To advance to a higher level or position; to foster the growth or development of.

Proofreads:
To read copy of a printer’s proof against the original manuscript.

Proposes:
To formulate and suggest for adoption.

Purchases:
To buy or procure by committing funds.

Quantifies:
To determine or express the amount of.

Questions:
To interrogate; to inquire.

Ranks:
To determine or assign the relative importance of date, people, or things.

Rates:
To determine the rank of in relation to others of the same kind.

Rebuilds:
To make extensive structural repairs.

Recommends:
To suggest and support for adoption a course of action.

Reconciles:
To adjust; to make congruous; to seek agreement.

Records:
To set down in writing; to preserve in some permanent form.

Refers:
To send or direct for aid, treatment, information, or decision.

Refines:
To free from impurities, imperfections, or vulgarities; to make more polished.

Registers:
To enter in a record or list officially.

Regulates:
To order or restrain by rule, method, or established mode.

Releases:
To permit the publication or dissemination of.

Remits:
To send money in payment of.

Reports:
To give an account, in detail, of facts and figures.

Represents:
To foster general interest in, through speeches, and consultation and contacts with individuals, groups, and constituencies.

Rescinds:
To make void; to repeal; to abrogate a contract by restoring preexisting conditions.

Researches:
To perform a systematic, critical, intensive investigation directed toward development of new or fuller knowledge of the topic or issue studied.

Resolves:
To decide to do or refrain from doing something; to take remedial action.

Retrieves:
To recover from a location where previously placed, set, or thrown.

Reviews:
To consider or to reexamine results for the purpose of giving an opinion or approval.

Revises:
To rework to correct or improve; to make a new, improved, or updated version.

Schedules:
To plan a timetable; to set a specific time for.

Scores:
To assign a numerical evaluation.

Screens:
To examine for the purpose of separating one group.

Searches:
To systematically look over and through for the purpose of finding an item.

Selects:
To decide on one, or a few from several possibilities.

Sends:
To dispatch by a means of communication; to convey.

Serves:
To attend to the personal needs or requests of people.

Services:
To make fit for use by providing maintenance, supplies, repairs, or installation.

Sorts:
To group or categorize according to systematic relations or common characteristics; to put in a definite place or rank according to kind, class, or other category.

Studies:
To put away for future use; to deposit or receive for safe keeping.

Submits:
To present for the decision, judgment, or information of others.

Suggests:
To direct attention to something for consideration. 

Summarizes:
To present in a concise and compact manner.

Supplies:
To provide space, equipment, material, and other non-financial resources.

Surveys:
To look at or consider in a general or comprehensive way.

Synthesizes:
To compose or combine parts or elements to form a whole.

Systematizes:
To arrange or make by the use of a method or orderly manner.

Teaches:
To apply a guided process of assigned work, discipline, direct study, and the presentation of examples to increase the general knowledge of another person.

Tends:
To start, step, and monitor the functioning of machinery and equipment. 

Testifies:
To provide oral or written testimony on facts known.

Tests:
To put a thing to decisive proof by thorough examination under controlled conditions.

Trains:
To develop a particular faculty or skill in others to bring them up to a predetermined standard of work performance.

Transacts:
To carry on or handle business in accordance with a prescribed procedure.

Transcribes:
To transfer data from one form of record to another or from one method of preparation to another, without changing the nature of the data.

Transfers:
To change from one mode of conveyance to another, or from one depository to another.

Transmits:
To transfer or send out a signal either by radio waves or over a wire.

Treats:
To give medical or surgical care; to subject to chemical action.

Updates:
To make current with most recent facts, methods, or ideas.

Duties Description Factors
Complexity

Complexity describes the range of difficulty and level of responsibility of work for the position.  Complexity covers a broad spectrum ranging from the performance of simple, repetitive tasks in the context of readily available information and in accordance with written procedures and guidelines to the independent application of abstract information in creating solutions to real and theoretical problems and developing government policies. 

Factors used to determine and describe complexity:
· Nature of the assignment or type of work performed.
· Work methods used to accomplish activities.

· Level of difficulty and originality in performing activities.

· Level of responsibility for completed work.

· Consequences of error for the work performed.

· Nature of the mental challenge required, including the degree of repetitiveness.

· Degree of analysis, judgment, initiative, ingenuity, or creativity required.

· Nature, amount, and complexity of information required and how that information is gathered, evaluated, and applied.

· Variety and scope of assignment.

· Status of work when assigned and when completed.

· Availability and nature of guidelines, procedures, and precedents.

· Kind and amount of authority vested in the position.

· Responsibility for the safety of others.

· Knowledge and skills required to perform the activities and tasks.

Examples
The following are excerpts from the Complexity section of the Classification Standards for the following titles.

Clerk 1, Grade 6: This is an entry-level title in this series.  Incumbents work within and must be able to read, understand, and apply procedures, rules regulations and laws.

Clerk 2, Grade 9: Work performed by Clerks 2 represents the more difficult clerical work within an organization.  Incumbents of these positions are expected to understand the activities of the program area in which they work to answer questions, explain or clarify procedures and use independent judgment to make decisions where clear precedent does not exist.  This work is distinguished from entry-level clerical work where procedures are clearly defined and/or other staff are available to answer questions or handle more difficult cases.

Plant Utilities Engineer 2, Grade 16: Plant Utilities Engineer 2, is the first level of supervision in the title series with responsibility for direct supervision of the operation, maintenance, and repair of highly complex equipment which must be operated in strict accordance with technical and safety policy and procedure.  Failure to exercise good supervisory judgment or follow appropriate procedures could result in personal injury or death, in damage to equipment or facilities, or in an incident having potential environmental impact or safety concerns.

Supervision

Supervision affects the classification of a position when it requires a sufficient amount of time, such that the focus of the job is impacted.  This usually occurs when at least three full-time staff, who are performing the full range of duties of an occupation, report directly to the position in question.  In such cases, the incumbent of the supervisory position usually performs an independent body of work, as well as, supervises three or more full-time employees.


The supervision of one or two positions does not affect the major focus of a position.  In such cases, the incumbent spends the majority of time performing individual job tasks and incidentally advises or supervises at least two people  performing similar tasks. Such supervision does not change the major responsibilities of the position and is not, therefore, a classification factor.  It is for these reasons that overseeing the activities of Work Study and Student Assistant items has not been considered a supervisory responsibility for the purposes of position classification. 


In situations where an employee is designated as the “lead worker,” that individual performs assigned duties and also coordinates the work of a small group, perhaps as the most senior or experienced member of the group.  This role, however, does not encompass the full range of supervisory duties and responsibilities.  Performance of these limited activities does not rise to the level of “supervision” for the purposes of position classification.

When direct supervision is exercised over approximately eight or more full-time positions, the incumbents of which are performing the full range of duties of an occupation, the focus of the job changes to full-time supervision.  In such cases, incumbents rarely perform a body of work of their own, but spend all of their time supervising others.  Such jobs are classified based on that supervision rather than the occupation being supervised. 


The following are activities and tasks that are typically performed by supervisory positions.  A single position may not perform all of these but the listing should be used as a guide in describing the supervisory tasks.

Supervises the work operations of an organizational unit. 

· Plans and schedules the work operations of an organizational unit according to work priorities and volume.
· Assigns work to staff members according to their abilities and the complexity of the work.

· Reassigns work to adjust to emergencies, absences and deadlines.

· Coordinates work with that of other units and programs.

· Provides staff members with written instructions, policy manuals, guidelines, supplies and materials, and explains them as needed.

· May prepare written instructions, guidelines and policy explanations. 

· Answers questions for staff regarding assigned work.

· Assists subordinates with problem resolution as needed.

· Reviews work performance in progress and at completion for adherence to instructions, policies, and guidelines.

· Identifies work related problems and staff inadequacies and takes appropriate corrective actions.

· Makes decisions on technical and administrative matters.

Supervises the staff activities of an organized unit.

· Interviews applicants for vacant positions and hires or makes recommendations for hiring the best qualified applicants.

· Trains subordinate staff in the work processes and policies of the unit.

· Schedules subordinate staff in the work processes and policies of the unit.

· Schedules leave time according to union contracts.

· Prepares written evaluations of employees’ performance.

· Counsels employees whose work performance fails to meet established standards.

· Recommends disciplinary action to supervisor in those cases where counseling is ineffective.

Provides advice and assistance to management.

· Prepares and submits work reports for organizational unit stating work performed, achievement of goals, special achievements and noteworthy problems.

· May prepare budget request and/or estimates for organizational unit.

· Recommends changes in established work methods and procedures to increase efficiency and production based on the study of unit operations.

· Discusses program and production goals in light of past records and recommends changes as appropriate.

· Represents organizational unit on agency committees and work groups.

The following pages are examples of various questionnaires used by SUNY Upstate Medical University and Plattsburgh for gathering information about duties and responsibilities and other job-related information about work that is performed by their employees. They are comprehensive documents that are excellent tools to use in reviewing any position in the organization.
Helpful Tools

Secretarial/Keyboarding Reference Guide


This guide is to assist in the determination of the appropriate title for secretarial and keyboarding positions. However, decisions on the proper classification of positions cannot be made using this document alone or on the basis of any single example of duties noted here.  Classification Standard, duties descriptions for individual positions, program descriptions and organizational charts must be analyzed before a final determination can be made.  Desk audits may also be conducted when necessary. 
Keyboard Specialist 1, Grade 6 
· majority of time spent typing;
· data entry into standard spreadsheets and databases;

· answers phones and takes messages;

· opens mail and distributes to addressees;

· files; 

· occasionally completes travel vouchers; and

· performs entry-level clerical tasks.

Keyboard Specialist 2, Grade 9

· supervises three to eight Keyboard Specialists 1; AND/OR
      types*;

· performs clerical processing and records maintenance as described for Clerk 2; 
· performs desktop publishing, or is proficient in the use of database, spreadsheet and word processing software that requires independence in formatting a variety of complex applications and reports; 
· performs office support tasks similar to those of a Secretary 1, Grade 11,
but, with less involvement in program operations and in greater   

presence of detailed procedures and directives than expected of a Secretary 1.

Secretary 1, Grade 11/ Secretary 2, Grade 15

· answers phones, including responding to questions about substantive program or procedural matters, and referring other calls to appropriate persons;

· handles correspondence such as opening mail, reading it, deciding who should reply based on the content of the correspondence, attaching information needed for a reply, referring it to the appropriate person, setting deadlines for response, and following up;

· researches files including the internet to gather data and materials relevant to complex or unusual inquiries to assist respondent with a reply;

· drafts responses to letters concerning program, policies and procedures for own or supervisor’s signature;

· makes travel arrangements, preparing and processing travel vouchers;

· sets up and maintains records maintenance systems;

· arranges meetings and conferences including scheduling people, rooms and equipment; assembling background materials; preparing and sending out agendas; writing minutes; etc.

· maintains basic program accounts;

· coordinating, monitoring and/or tracking the paper flow or activities of the office; and

· types (this duty does not constitute the majority of the incumbent’s time) 
Determining whether a position is a Secretary 1 or Secretary 2 depends upon the scope and/or degree of program involvement, judgment required and decision making.  

*Typing: Using an alphanumeric keyboard to prepare a variety of documents such as correspondence, manuscripts, reports, charts and tables in final form.  This includes formatting, ensuring that it conforms to good business practice, and editing for grammar, punctuation and writing tone.  Such documents are typically prepared at speeds well in excess of 50 WPM by experienced keyboard personnel. 

Secretaries at SUNY Campuses


Assuming full secretarial duties, the following staffing patterns exist although there are exceptions based on extenuating circumstances that may justify a different level.

Secretary 2 - one position each in the following offices: 

· Deans
· Vice Presidents

· Provost

Secretary 1 - one position each in the following offices:

· Academic Chairs
· Associate Deans

· Associate Provosts

· Assistant Vice Presidents

If a position will provide secretarial support in the offices identified above, the item may be classified on a decentralized basis, with the appropriate and required “reviewable record.” When submitting such a request the “Comments” panel on the NYSTEP transaction should include a statement to the effect that the incumbent will “provide full secretarial support in the Office of ___.”  If there are other secretarial, keyboarding or clerical items located in the same office they should also be mentioned in the “Comments” panel, even if they are vacant. 


Requests for additional secretarial positions in the above offices or in offices other than those listed will require a pre-audit of the “reviewable record” prior to approval.  The following pages provide an example of a SUNY Secretary 1 & 2 questionnaire used by some campuses when classifying/reclassifying these titles. 
NYS DEPARTMENT OF CIVIL SERVICE

SECRETARY 1 OR 2 CLASSIFICATION REQUEST QUESTIONNAIRE

INSTRUCTIONS:

To Human Resources:
Requests for classification of a new Secretary 1 or 2 position or the reclassification of an existing position to


Secretary 1 or 2 must include the secretary position description questionnaire.  Incumbent and/or item information should be entered onto a CC-1 or CC-2 form by Human Resources.


Questions in Section 1 should be answered by the incumbent of the position and the questions in Section II should be completed by the supervisor.  Incumbent responses should not be changed.  If program management or Human Resources have additional comments, they should attach them to the completed questionnaire.  Also, please attach an organization chart for the unit where the incumbent works and a program description.


In the case of a new or vacant position, the supervisor should complete the questions in Section 1.

To Incumbent and

Supervisor:
Please copy the questions and prepare your answers to these questions on a separate sheet(s) of paper referencing the questions by their letter and number.  Please be sure to put your name, title, agency name and the date on each page of your response and sign your name to the last page of Section 1 certifying that all your answers are correct and complete to the best of your knowledge.


Give your answers to your supervisor for review, completion of Section II and signature, and then return them to Human Resources for submission to the Division of Classification and Compensation.

1. Secretarial Position Questions

A. Overview of Position:

Briefly describe each task which you regularly perform as part of your job.  List these tasks in priority order, with the most important being #1.  Estimate the percentage of your work time which each task occupies and include that percentage with the task description.

B. Assignments and Projects:

1. List the names and titles of everyone who gives you assignments.

2. In what form(s) do the assignments come to you?  How detailed are the instructions?

3.   What work do you initiate on your own or do independently on a routine basis, i.e., no one regularly asks you to do it?

4. Do you set your own priorities?  If yes, how do you decide what should be done first?

5. What do you do with your completed work?

6. Who reviews your work and what are they reviewing it for?

C. Office Procedures and Records Management:

1. What role do you have in establishing the office procedures that guide how work is   

       done in your office?  Do you set up, update, or have input into the formulation of 

       the procedures?  Explain.

2. What is your responsibility for the records management/filing system(s)?  Did you  

set is up?  Modify it?  Do you maintain the files?  Purge them?  Of what do the files and/or records consist?

3. With what laws or agency policies and procedures are you required to comply or be 

       familiar as you do your job, and how do they affect how you work?

4. What kind of follow-up system do you use?  (For example, how did you establish 

       the tickler/follow-up system?  How do you maintain it on a daily basis?  What  

       actions do you take to follow-up on particular correspondence, projects, etc.?)

5. What is your role in monitoring the flow of work through the office?

D. Communication:

1. How many pieces of mail do you receive on an average day?  Of what does it 

consist?  To whom is it usually addressed?  What influences the volume and content?  Do you handle all the correspondence for your unit?  Please describe what you do with the mail.  For example:  Do you attach background information?  Describe.  Do you distribute it?  To whom?  Follow up on certain items?  How?

2. Do you respond to correspondence yourself and/or draft responses for others?  If 

      yes, please explain how often, to what kinds of correspondence, for whom, etc.

3. Does your work bring you face-to-face or telephone contact with other people?  If 

Yes, who are these people (e.g., other employees, general public, etc.  If other employees, what are their titles?)

4. How many telephone callers do you deal with on an average day?

5. How many visitors do you deal with on an average day?

6. How do you deal with people who telephone and visitors?  Do you give information, services, forms, etc.?  Explain.  Do you obtain information, services, forms, etc.?  Explain.

7. Give examples of the kinds of questions you answer yourself.

8. Give examples of the kinds of questions you refer to others and to whom you refer them.

9. Of the questions you are asked, what percentage do you answer?

10. Do you transmit instructions or information to other staff on behalf of your supervisor or as part of your responsibility for certain procedures or projects and follow up?  If yes, explain.

E. Typing and Reports:

1. What kinds of documents do you type?

2. What percentage of your total time do you spend typing?

3. What reports do you work on and what type of information do they contain?  What is your role in the report preparation and production process?  Describe the specific tasks you perform (e.g., gathering information [if so, how do you do it?], formatting the information for inclusion in the report, typing and distributing the report.)

F. Supervision and Follow-up:

1. Do you supervise anyone?  (This would include assigning duties, evaluating,

        signing time cards, etc.)  If so, give names, titles, grades.

2. Do you follow up on assignments done by anyone whom you don’t supervise?  If

        so, give examples of the assignments and describe what the following-up involves.


3.     Do you review completed projects or outgoing correspondence?  If so, describe the

        types of projects or correspondence you review, for whom and what you review    

        them for.

G. Meetings and Scheduling:

2. Do you maintain calendars for any people or facilities (e.g., meeting rooms, 

        equipment)?  If so, what does this involve?

3. Do you work on meetings?  If so, describe what you do (e.g., schedule meetings,

        notify participants, assemble materials, take and distribute minutes, etc.).

4. Do you handle travel arrangements/vouchers?  If yes, please describe what you do.

H. Miscellaneous:

1. Do you order supplies?  If so, for whom?  From where do you order supplies?  

        What supplies do you order?

2. What other office equipment do you use besides typing or word processing 

         equipment?  How often do you use this other equipment?

3. Do you keep any accounting records?  If so, what, and how do you do it?

Signature _____________________________________         Date__________________

Job Audits

The purpose of the job audit is to gather additional information concerning the duties and responsibilities of a particular position or a class of positions.  The information gathered will assist you in determining the appropriateness of a request to reclassify a filled position to another title and/or salary grade.


The following outline is intended as a guide to use when preparing and conducting job audits.

1.   Preparing for the Audit

To obtain information that will be useful in the preparation of a duties description that adequately describes the position and from which a sound classification determination can be made, careful planning and preparation is essential.  Review all available information about the existing position and the organizational setting.  This may include the following documents:

· Available duties descriptions for the job. Identify areas of ambiguity that may need clarification.

· Review performance evaluation criteria from the employee's personnel folder. In the absence of a duties description, this will provide some indication of the duties and responsibilities of the position.

· Review organizational charts. Clarify the mission of the organization in which the position is located; e.g., what is the role of the Bursar’s Office, Admissions Office, etc.  Are there other individuals in the same setting that hold the same title? What impact will the reclassification have on these positions?

· What are the reporting relationships?

· Review the Classification Standard for the title the employee currently holds and for the title to which a request for reclassification has been made (if known) and determine how the incumbent’s duties compare to the criteria in the standards. What aspects need to be clarified? 

· Review duties descriptions for other positions in the same unit and understand who does what in the unit.

2. Planning the Audit

· Prepare a list of questions for the audit using the information provided above. Factual information that can be obtained from other sources should not be asked.  Anticipate questions that may be asked by Classification and Compensation.

· Select a methodology for the audit.  There are several ways to gather information during the audit and using more than one may be appropriate.   The line-by-line review of a duties description is helpful if the duties description contains ambiguous language or is very brief.  Pre-determined questions that are well-prepared can focus in on specific areas in need of clarification.  Doing a walk-through of the work site or organization will allow seeing the setting in which the position is located and the tools and/or machinery used.

· Make appropriate arrangements by giving notice of the need for, and purpose of, the audit.  Work with the supervisors in scheduling the audit with the least disruption to the work of the unit.  Time can be often saved by asking the supervisor to arrange an initial tour and explanation of the office, plant or facility and its equipment, together with an idea of how the work flows through it. 

· Indicate what location would be most suitable for the conduct of the audit. It is preferable to conduct the audit at the employee’s workstation; however, some privacy is required.  If needed, ask for a private space such as a conference room for the conduct of the formal portion of the audit and then also plan a walk-through of their actual work site. 

· If a line-by-line interview is planned, be sure the employee has a copy of the duties description beforehand.

· Tell the employee what types of work samples and/or machinery you would like to see while you are there so they will be sure to have them available when you arrive.
3. Conducting the Audit 
· Introduce yourself: Tell the employee who you are and the purpose of the audit.
· Put the employee at ease: Most people are very nervous when someone from the personnel office comes to speak with them. Be professional but friendly.  

· LISTEN:  The majority of the talking should be done by the employee being audited.  Ask questions that require more than a “yes” or “no” response.

· Take notes: Notes should be brief but clear so that an audit report and/or duties description can be prepared from them.  However, it is important to maintain significant eye contact through the interview. 

· Ask questions that will clarify key classification factors such as:
· lines of authority, who is in charge, who sets priorities;

· determine what relationship the person has with regard to others in the unit;

· how does the employee receive work and what has been done to it before the employee receives it;

· what specific tasks are performed to complete the assignment;

· what methods, processes or practices are used to perform the tasks.
· What are sources of advice, with whom is consultation made in carrying out assignments? If the position has supervisory responsibilities, what do these entail and what percentage of time is spent doing them? If machines are used, ask about their operation. Determine how much time is spent on each activity.
4. Follow-up Questions

· Ask questions that promote clarification and explanation by the employee:  What do you mean by….? Tell me more about…. Do you mean…? (and state what you understand the person to have said.)
5. Closing the Interview

· Ask the person if all of their duties have been covered.
· Thank them for their time.
· Do Not offer your opinion as to whether or not the reclassification is      appropriate or what job title would be most appropriate for the                 employee’s job. 

6. Follow-up with Supervisor

Prior to the audit, arrangements should be made with the immediate supervisor to meet immediately following the audit to:

· Confirm the incumbent’s primary duties and responsibilities.

· Confirm the nature of supervision received by the employee and the degree to which the employee requires instruction in the performance of duties and/or the degree to which the employee functions independently.

· Clarify any discrepancies or new information that may have been mentioned. 

Decentralized Classification Program

There are two decentralized programs: title decentralization and agency decentralization.  Classification and reclassification requests submitted under these programs will be expeditiously reviewed by C&C staff.  The obvious, inappropriate requests or requests with no supporting comments or attestations will not be forwarded to the Director of the Budget.  

Title Decentralization  

All State agencies participate in title decentralization. This program   designates titles for which the duties and organizational placement of the title is so well understood and documented that extensive review by the Division of Classification and Compensation of each classification and/or reclassification for these titles is not necessary.  Decentralized Titles are noted on the Title and Salary Plan in two ways:

· Under the 1A column the designation of “Y” indicates that a title is 

considered a Decentralized Title; and

· Under the “Decntrl Lvl” column “S” indicates that the decentralized title is appropriate for “pass through” classification to the Division of the Budget. This is available when an agency has or had positions in the title within 12 months previous to the date of the transaction and the agency requests the normal title attributes.

All agencies can submit classification or reclassification requests for decentralized titles using short form transactions, unless the title requested is to be established in a way other than the usual organizational context, the requested title is new to the agency, or other than the normal attributes are being requested  (e.g., a different negotiating unit or jurisdictional class, etc.).  

Agency Decentralization


This program is only available to those agencies that have been pre-approved for participation by the Director of Classification and Compensation.  Agencies in this program can classify and reclassify positions for all titles that have a Classification Standard and exist in the agency, or interdepartmental titles for which a Tentative or Final Classification Standard has been issued.  Agencies cannot reallocate classes, establish new titles, or authorize Special Salary Treatments.  No class which is unique to only one agency may be used under this program by another agency, unless the title has been formally approved in that agency by the Division of Classification and Compensation via the submission of a Long Form Transaction complete with justification letter, duties description and organizational chart, and any other pertinent documentation.  No positions in a Personnel Office setting may be classified or reclassified under this program unless they are designated as 1A titles.

Short Form Transaction Documentation


Comments are to be provided on all short form transactions and should include the following information:

· the reason for the classification or reclassification; 
· the organizational context of the position to include the number and titles of subordinate staff if this is a supervisory position and the Civil Service title of the incumbent’s supervisor; and

· an attestation that the duties of the position have been compared to and found consistent with the Classification Standard for the title. 

Examples of appropriate comments are as follows:


Incumbent will work in the Undergraduate Admissions Section of the Office of the Registrar and will be supervised by an Unclassified Service Staff Associate.  The incumbent will supervise three Clerks 1, Grade 6 in the receipt and processing of applications for admission.  Clerk 2, Grade 9 is an appropriate title because the incumbent will supervise a group of subordinate Clerks who perform a variety of clerical support activities. I affirm that I have compared the duties of the position with the Classification Standard for Clerk 2 and find them to be consistent. 

Incumbent will report to a Plant Utilities Engineer 4, Grade 21 and will supervise three Plant Utilities Engineers 2, Grade 16, and various maintenance positions in the operation and maintenance of the Physical Plant.  This will be one of four Plant Utilities Engineers at the Physical Plant who function as shift supervisors. 

Agency Responsibilities


Under the Decentralization Classification Program and in compliance with State Internal Controls, agencies are required to maintain a reviewable record to support each transaction.  A complete record should include a justification for the requested classification or reclassification and a duties description of the position.  All records are to be stored in electronic formats and prepared in full prior to any submission of a transaction in NYSTEP. These records must be made available for audit by request from the Division of Classification and Compensation.  

Evaluation of Reviewable Records

Records will be evaluated based on two criteria: appropriateness of the determination and the adequacy of documentation.  Appropriateness refers to the rationale behind the classification or reclassification transaction to include complexity and scope of responsibility.  The adequacy of the documentation refers to the clarity and completeness of the duties description and the presence of descriptive information, comparative analysis, and evidence of a technical evaluation.  If a title is found to be misclassified, it may be earmarked or reclassified at the discretion of the Director of the Division of Classification and Compensation.  The following page is a checklist to assist with the maintenance of these records. 
SPECIAL SALARY TREATMENTS

The Civil Service Law (specific section listed in parentheses below) authorizes the Director of the Division of Classification and Compensation to enhance baseline State salaries under certain circumstances. All such determinations are subject to the approval of the Director of the Division of the Budget. Additional information on each can be found in the State Personnel Management Manual (SPMM) Section 0870 A through G.  
· Increased Hiring Salaries (Section 130.4) 
· Shift Pay Differentials (Section 130.6) 

· Geographic Pay Differentials (Section 130.7) 

· Hazardous Duty Differentials (Section 130.9) 

· Safety Incentive Differential (Section 130.9) 

· Occupational Pay Differentials (Section 130.13) 

· Appointments Above the Minimum (Section 131.1(a) 
The general purpose of Special Salary Treatments is to assist State agencies as they address recruitment and retention difficulties created by market circumstances.

Further specifics and examples of the application of all Special Salary Treatments can be found in the Office of the State Comptroller’s Salary Manual available from the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/ and from the left-hand menu clicking on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen, choose OSC Salary Manual. 
Review, Reassessment, and Rescission
The Division of Classification and Compensation periodically reviews the appropriateness of previously approved Special Salary Treatments. When appropriate and justifiable, the Director retains the statutory authority to either reduce or enhance existing Special Salary Treatments, or terminate (i.e., rescind) existing Special Salary Treatments.

Special Salary Treatment Resources
The Division of Classification and Compensation issues the Monthly Title and Salary Plan Advisory Memoranda which includes titles and locations for all Special Salary Treatments approved by the Division of the Budget. These Advisory Memoranda can be found on the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/index.cfm and selecting “Special Salary Treatments” from the menu on the left side of the screen.  Once on the Special Salary Treatment page, select Monthly Amendments Title and Salary Plan under the Special Salary Treatment Advisory Memoranda heading.  Under this heading is also listed the most current Special Salary Treatment Advisory Memoranda, which provide a comprehensive list of all current salary treatments available. 
The Division of Classification and Compensation recently developed a Special Salary Treatment Search Engine that includes a “live” database of approved 130.4, 130.6, and 130.7 Special Salary Treatments. This database is the repository of Special Salary Treatment information and it is available through the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/ and clicking on “Special Salary Treatments” from the menu on the left side of the screen, and then clicking on “Special Salary Treatment Search Engine.” All 130.4, 130.6, and 130.7 Special Salary Treatment information included in the Monthly Title and Salary Plan Advisory Memoranda are included in the Special Salary Treatment Search Engine. The Special Salary Treatment Search Engine is an advisory tool only and should not be used to convey any "official" salary offer to any candidate. For an "official" calculation, contact the Office of the State Comptroller's Payroll Unit.
Increased Hiring Salaries–Section 130.4
Background
Section 130.4 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may increase the minimum salary of a class, called an Increased Hiring Salary, whenever it is determined that it is impracticable to recruit for positions in that class at the hiring rate of the salary grade in one or all areas or locations of the State. All such determinations are subject to the approval of the Director of the Division of the Budget.

The purpose of Increased Hiring Salaries is to assist State agencies in the recruitment of qualified individuals to vacant positions in a particular geographic area.
Applications
Section 130.4 authorizes requests for Increased Hiring Salaries from appointing officers, employees, and employee organizations. Requests by agencies should be submitted electronically in accordance with NYSTEP procedures detailed in the NYSTEP/TPM User Manual.  The on-line user manual can be accessed from the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/, and from the left-hand menu clicking on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen under the NYSTEP/TPM Manual heading select the appropriate chapter. 
 All requests should include detailed information and documentation regarding the: 

· recruitment difficulty for the class; 
· recruitment difficulty in a geographic area; 

· documentation of recruitment efforts made by the agency; 

· eligible list information (i.e., age of list, eligible candidates in the area); 

· vacancy and turnover data regarding the class; and 

· salaries offered for similar positions by other employers in the same location and geographic area. 

Considerations
Increased Hiring Salary determinations made with respect to one or more areas/locations require that all employees of such positions in the particular areas or locations affected who are receiving less than the newly approved minimum salary, have their salaries brought up to the new minimum salary for the area or location.

An employee does not retain the benefit of an Increased Hiring Salary when that employee transfers to a different title or the same title in another location where the increased salary has not been approved [Section 130.4(a) of the Civil Service Law].

Sections 130.4(b), (c), (d), (e), and (f) of the Civil Service Law detail specific salary treatment for employees who transfer or are appointed, reinstated, or demoted to a different title and/or salary grade.
Shift Pay Differentials – Section 130.6

Background
Section 130.6 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Shift Pay Differential, to employees regularly assigned to work on a shift other than a normal day shift, in specific titles, or occupations under certain specified conditions. All such determinations are subject to the approval of the Director of the Division of the Budget.

The purpose of Shift Pay Differentials is to help the State attract and retain competent personnel to work other than normal daily shifts in particular occupations and areas of the State.

The Division of the Budget’s Budget Policy and Reporting Manual Item D-420 states that Shift Pay Differentials are not substitutes for a general salary increase or inconvenience pay and should not be authorized simply because hours of employment differ from those of a normal day shift.

Applications
Section 130.6 authorizes applications for such Shift Pay Differentials from appointing officers, employees, and employee organizations. Applications by agencies should be submitted electronically in accordance with NYSTEP procedures detailed in the NYSTEP/TPM User Manual. The on-line user manual can be accessed from the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/, and from the left-hand menu clicking on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen under the NYSTEP/TPM Manual heading select the appropriate chapter. 
All requests should include detailed information and documentation regarding the:

· common practice among non-state employers, in the comparable geographic location, to pay shift differentials for the particular occupation and shift under consideration; 
· pay provided by non-state employers (combination of base pay and shift differential) that results in total compensation which substantially exceeds the State's base pay scales; 

· evidence that the agency is experiencing difficulty in recruiting qualified employees for the particular class of work or that it has been losing employees to other employers for the same class of work on shifts other than the day shift; and 

· how the duties and responsibilities of employees in the particular occupation on the subject shift are not materially less than the duties and responsibilities of employees in the same occupation who work on the day shift. 

Considerations
Shift Pay Differentials may only be authorized for tours of duty, which include four or more hours between 6 p.m. and 6 a.m. (This is the same definition used for Inconvenience Pay, see sub-section .225.)

Shift Pay Differentials can be authorized for employees who are "regularly assigned" to "a work shift other than a normal day shift." Section 143.1 (e) of the Budget Director’s Rules defines "regularly assigned" as "scheduled to work a shift other than a normal day shift on a basis other than a temporary basis." An employee should be considered "regularly assigned" to a night or evening shift if the employee works no less than ten working days in a two-week period on such a shift. On the other hand, an employee regularly assigned to the day shift whose schedule is changed to a night shift for one or two days is not eligible for the shift differential because the assignment is temporary.

Pay Differentials may be approved for a particular occupation when it is determined that other employers authorized a higher rate of pay or wage differential for similar shifts. An employee whose normal work schedule consists of both day and evening or night shifts is eligible for a Shift Pay Differential on a pro-rated basis.

Shift Pay Differentials are either percentage or fixed dollar amounts that can be authorized in an area or location. A Shift Pay Differential is not considered part of an employee's base annual salary.

Shift Pay Differentials for specific titles should not be confused with Inconvenience Pay which is negotiated pay in addition to the base annual salary of an employee (other than part-time or seasonal employees) who regularly works four or more hours between the hours of 6 p.m. and 6 a.m. exclusive of any hours for which overtime compensation is paid. Management/Confidential (M/C) employees are also eligible for this pay. Inconvenience Pay is paid to eligible employees in addition to Shift Pay Differentials.

An employee does not retain the benefit of a Shift Pay Differential when that employee ceases to be employed in the work shift or position in the area or location for which the Shift Pay Differential was authorized.
Geographic Pay Differentials - Section 130.7

Background

Section 130.7 of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize payment of additional compensation, called a Geographic Pay Differential, to State employees in one or more areas of the State when private or other non-State employers in such areas pay substantially higher wage rates for a similar occupation. All such determinations are subject to the approval of the Director of the Division of the Budget.

The purpose of Geographic Pay Differentials is to assist State agencies with the recruitment and retention of competent personnel in particular occupations and areas of the State.

Applications
Section 130.7 authorizes applications for such Geographic Pay Differentials from appointing officers, employees, and employee organizations. Applications by agencies should be submitted electronically in accordance with NYSTEP procedures detailed in the NYSTEP/TPM User Manual. The on-line user manual can be accessed from the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/, and from the left-hand menu clicking on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen under the NYSTEP/TPM Manual heading select the appropriate chapter. 
All requests should include detailed information and documentation regarding the:

· recruitment difficulty for the class; 

· recruitment difficulty in a geographic area; 

· documentation of recruitment efforts made by the agency; 

· eligible list information (i.e., age of list, eligible candidates in the area); 

· vacancy and turnover data regarding the class; and 

· salaries offered for similar positions by other employers in the same geographic area. 

Considerations
Geographic Pay Differentials are either percentage or fixed dollar amounts that can be authorized in an area or location.

Geographic Pay Differentials for specific titles in specific areas should not be confused with the State’s negotiated Downstate Adjustment or Location Pay. The Downstate Adjustment is provided to all employees who work in the five counties of New York City and the counties of Nassau, Suffolk, Rockland, and Westchester. Location Pay is provided to employees whose principal place of employment or whose official station is located in Monroe County, who were receiving such compensation on March 31, 1985 for those represented by the Civil Service Employees Association (CSEA) and on March 31, 1988 for those represented by the Public Employees Federation (PEF). There is also the Mid-Hudson Adjustment which is provided to employees who work in Dutchess, Putnam and Orange Counties which became effective on April 1, 2004. 
A Geographic Pay Differential is not considered part of an employee's base annual salary.

An employee does not retain the benefit of a Geographic Pay Differential when that employee ceases to be employed in the position or area or location for which the Geographic Pay Differential was authorized.
SUNY Nursing Differential – Section 130.14

Background

Section 130.14 of the Civil Service Law provides that the SUNY Board of Trustees, after completing a geographic comparative compensation study, may authorize additional compensation to SUNY Teaching and Research Center Nurses.  The geographic comparative compensation study must be conducted by comparing the salaries of peer institutions in private and/or public hospitals to compensation rates provided by the State to Teaching and Research Center Nurses employed by SUNY hospitals in the same geographic area. This study must demonstrate that the wages provided by these peer institutions are higher than those provided by the State, in order for the SUNY Board of Trustees to provide additional compensation.   

Applications and Appeals


As the Division of Classification and Compensation is neither the evaluating nor issuing authority in regard to Civil Service Law Section 130.14, SUNY Hospital Administrators should contact SUNY Central Administration for information regarding application and administration of this salary differential.  Information concerning Civil Service Law Section 130.14 is provided in this document for informational purposes only, and to provide those in the SUNY personnel community with information concerning available salary enhancements.  Note that Civil Service Law Section 130.14 provides for a salary differential enhancement; as such, these amounts are not considered part of an employee’s base annual salary.  In addition an employee does not retain the benefit of this differential when that employee ceases to be employed in the position or area or location for which the differential was authorized.  
Appointments Above The Minimum - Section 131.1(a)

Background

Section 131.1(a) of the Civil Service Law provides that the Director of the Division of Classification and Compensation may authorize additional compensation, called an Appointment Above the Minimum (i.e., minimum is the statutory hiring rate of a salary grade), not to exceed the Job Rate of the salary grade of the title to which a person is to be appointed, when the training or experience of the appointee substantially exceeds requirements necessary for appointment. All such determinations are subject to the approval of the Director of the Division of the Budget.
The purpose of Section 131.1(a) is to allow for the recruitment and the appointment of highly qualified individuals with outstanding training and experience when there are no well-qualified individuals available for appointment at the minimum salary of a title.

The Division of the Budget’s Budget Policy and Reporting Manual Item D-400 states that this salary adjustment is only available for the appointment of candidates from outside State service. Further stated is that this Special Salary Treatment should be used “selectively” and not as a means for “upgrading” the workforce.

The salaries of State employees serving in the same title and in the same geographical area or location and having qualifications equivalent to or greater than the newly appointed employee must also be raised to the authorized increased salary. It is the responsibility of agencies, not the Division of Classification and Compensation, to monitor approved Appointments Above the Minimum and submit a request to the Director of the Division of Classification and Compensation that such employees with Equivalent Qualifications be compensated accordingly.
Applications and Appeals
Section 131.1(a) authorizes applications for Appointments Above the Minimum from agencies. Applications should be submitted electronically in accordance with NYSTEP procedures [to avoid any delays in the review and processing of NYSTEP transactions, agencies must select the appropriate type of Section 131.1(a) transaction on the NYSTEP panel – either an IM, Increased Minimum, or an EQ, Equivalent Qualifications] detailed in the NYSTEP/TPM User Manual. The on-line user manual can be accessed from the Division of Classification and Compensation’s external website at http://www.cs.state.ny.us/cc/, and from the left-hand menu clicking on “log in” under the “New York State Personnel Administrators” heading.  This is a secured site, but if you are a NYSTEP user, you will be able to log in.  Once logged in, select “manuals” from the list of options available under the “New York State Personnel Administrators” heading, then from the next screen under the NYSTEP/TPM Manual heading select the appropriate chapter. 
  All requests should include detailed information about: 

· the requested salary rate and the eligible list, if any, from which appointment would be made; 

· the established minimum qualifications of a title; 

· evidence (such as a resumé or employment application) that the candidate possesses qualifications which substantially exceed the minimum qualifications for the position; 

· evidence that there are no other similarly qualified candidates who would accept appointment at the minimum salary rate and reasons why the candidate will not accept appointment at the minimum salary; 

· why the candidate's appointment at a higher rate is in the interest of State service; and
· which employees in the title under consideration in the same geographic area or location would be entitled to equivalent salary treatment. 

Considerations
Appointments Above the Minimum are normally restricted to original permanent appointments to State service. Exceptions may be allowed under unique circumstances presented by an agency (i.e., when an existing employee acquires the necessary education and/or experience to otherwise qualify for an Appointment Above the Minimum).

These appointments normally will not be approved for provisional employees who are being permanently appointed. Exceptions may be allowed under unique circumstances presented by an agency. They will also not be approved if there are other candidates among the three highest ranking acceptors who also have substantially greater qualifications than the required experience and training and are willing to accept appointment at the minimum salary.

Appointments Above the Minimum will be authorized for one of the three highest ranking acceptors on an eligible list even though the other two acceptors will accept the appointment at the minimum, providing the other two candidates do not possess qualifications which are substantially in excess of the minimum qualifications.

Agencies have the flexibility to choose whether or not to offer a previously approved Appointment Above the Minimum to new employees. Additionally, if an agency decides to offer a previously approved Appointment Above the Minimum, the agency can decide if it wants to offer all or only a portion of the previously approved Appointment Above the Minimum.
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    Governor’s Appointment Office





Primary recruitment source where Budget Director’s approval required;


Screens candidates, maintains resumes for high level gubernatorial appointments





   Department of Civil Service (DCS)





Proposes laws, develops rules, regulations, and policies governing merit system;


Develops and administers examinations;


Establishes and maintains eligible lists;


Establishes new titles and classifies positions;


Approves appointments; 


Oversees agency affirmative action efforts


Provides technical assistance to agencies;


Administers health and life insurance programs





     Governor’s Office of Employee Relations (GOER)





Represents State in collective bargaining and grievances;


interprets and administers negotiated agreements;


administers programs/benefits for M/C employees;


oversees training programs;


initiates new programs such as apprentice training;


administers employee performance evaluation programs;


negotiates health and life insurance programs





     Office of the State Comptroller                 


                          (OSC)





Issues paychecks based on DOB certification and DCS approval of payroll, if required;


processes payroll deductions;


implements salary legislation;


administers the retirement system; and


posts audits personnel administration activities.





         Division of the Budget (DOB)





Assures agencies do not exceed their budgets;


issues budget certificates;


assures staffing pattern reflects legislative intent; and


establishes salaries of certain positions.





         Civil Service Commission (CSC)


  


Prescribes and interprets rules for Jurisdictional classification, examinations, appointments, reinstatements, etc. and rules for attendance and leave;


conducts investigations; and


hears and determines appeals.
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         Civil Service Commission (CSC)


  


Prescribes and interprets rules for Jurisdictional classification, examinations, appointments, reinstatements, etc. and rules for attendance and leave;


conducts investigations; and


hears and determines appeals.





         Division of the Budget (DOB)





Assures agencies do not exceed their budgets;


issues budget certificates;


assures staffing pattern reflects legislative intent; and


establishes salaries of certain positions.





     Office of the State Comptroller                 


                          (OSC)





Issues paychecks based on DOB certification and DCS approval of payroll, if required;


processes payroll deductions;


implements salary legislation;


administers the retirement system; and


posts audits personnel administration activities.





     Governors Office of Employee Relations (GOER)





Represents State in collective bargaining and grievances;


interprets and administers negotiated agreements;


administers programs/benefits for M/C employees;


oversees training programs;


initiates new programs such as apprentice training;


administers employee performance evaluation programs;


negotiates health and life insurance programs





   Department of Civil Service (DCS)





Proposes laws, develops rules, regulations, and policies governing merit system;


Develops and administers examinations;


Establishes and maintains eligible lists;


Establishes new titles and classifies positions;


Approves appointments; 


Oversees agency affirmative action efforts


Provides technical assistance to agencies;


Administers health and life insurance programs





    Governor’s Appointment Office





Primary recruitment source where Budget Director’s approval required;


Screens candidates, maintains resumes for high level gubernatorial appointments
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