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	1.  EMPLOYEE NAME (Print)

     
	2.  TIMEBASE

     
	3.  POSITION NO.

     
	4. ABMS NO.

     
	5.  CBID

     

	6. CURRENT CLASSIFICATION

     
	7. CLASSIFICATION/CLASS CODE OF OUT-OF-CLASS ASSIGNMENT

     
	8. OUT-OF-CLASS ASSIGNMENT WORK LOCATION

     

	9. Duration:
a) not to exceed 120 calendar days from       through      


b) extension of out of class assignment from       through      .  Provide a brief reason for the extension.      
     
     

	10.   Describe the intent and purpose of the out of class assignment and attach a duty statement for the out of class assignment     
     
     
     
     
     

	11. Specifically explain (in space provide below) why this need is unable to be met through the following alternatives: (use attachment if necessary)
Limited Examination Appointment Program (LEAP):      
Limited Term Appointment (LT):      
Personal Services Contract:      
Student/Graduate Student Assistant:      
Employment Lists (e.g., SROA, appropriate, reemployment, etc.)     
Temporary Reassignment:      
Reorganization:      
Loan/Borrow:      
Transfer:      
Transfer of List Eligibility (TOE):      
Rotation Assignment:      
Acting Assignment:      
Training and Development Assignment (T&D):      
Retired Annuitant:      
Reinstatement:      
Compelling Management Need Assignment and Interjurisdictional Exchange:      
For recurring needs, a change in classification:      
Temporary Authorization Utilization appointment (TAU):      
Other (describe):      

	12. Describe the plan for resolving the out of class situation.       
     
     
     
     
     

	13. OFFICE CHIEF SIGNATURE


	DATE:

     

	14. SUPERVISOR SIGNATURE
	DATE:

     

	15. EMPLOYEE SIGNATURE
	DATE:

     

	16. CLASSIFICATION & PAY ANALYST SIGNATURE
 FORMCHECKBOX 
APPROVED
 FORMCHECKBOX 
DENIED (if denied attach written reason)
	DATE:

     

	17. Distribution:
Original – Official Personnel Folder (OPF)
Copy:
Supervisor









Employee









Out of Class File









Personnel Specialist









Electronic Out of Class File


(Please see reverse for Out of Class Assignment definitions and guidelines)
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DEFINITION
For excluded and most rank-and-file employees, out of class work is defined as performing the full range of duties and responsibilities allocated to an existing classification more than 50 percent of the time.

Employees are NOT working out-of-class when:

a. They are on a training and development assignment (T&D), in an apprenticeship or other training classification, or performing duties because of an injury, illness, or return-to-work program.

b. Changes are made to classifications and/or allocation standards and the employee claims to have been working in a higher classification prior to the effective date of the changes.

c. The employee requests the higher level duties for career development, personal convenience, or personal gain.

d. The current classification specification permits the performance of such duties, or it cannot be determined that an employee was functioning at the higher level.
e. The grievance is based upon alleged accelerated movement in a deep classification series (e.g., Staff Services Analyst, ranges A, B, and C) or from the trainee to/through journey level of a classification series.
GUIDELINES

· Out-of-Class assignments should be requested PRIOR to assigning out-of-class duties to avoid back-pay issues and/or grievances.
· Out-of-Class assignments are RARE or at least INFREQUENT occurrences prompted by extraordinary, temporary, or crisis situations. 
· In those exceptional situations where the office/division receives approval to offer an out-of-class opportunity to their staff (due to the lack of any other viable alternative; refer to Personnel Operation Manual Section “Out-of-Class Assignment: Pay or Experience at: http://www.documents.dgs.ca.gov/ohr/pom/OOC Revise.doc), the opportunity shall be made available to all staff within the office/division via an e-mail or hard copy of the Job Opportunity Bulletin (JOB).  Out-of-Class opportunities must be posted a minimum of 10-working days.
· Compensation for an out-of-class assignment may be authorized if the request is submitted PRIOR to serving in the out-of-class assignment and the assignment is longer than 15 days.
· If the request is not submitted PRIOR to serving in the out-of-class assignment, the compensation issue shall be resolved through the grievance process.
