
 A.  CLASSIFICATION PROPOSAL CONCEPTPRIVATE 


To be completed for all non-CEA proposals which require a Board item.


Use additional paper if necessary.

Instructions:  Respond to each of these questions and return with the signed-off transmittal to your DPA analyst prior to completing Part B.

1.
Briefly describe the objectives and responsibilities of the program in which the subject class(es) will be used.
2.
What are the current responsibilities of the subject class(es) in this setting?
3.
Based on your responses to numbers 1 and 2, above, what has changed; or, what has created the need for this proposal?
4.
What is the specific classification action you are proposing, and why?
5.
What other classification alternatives have you considered, and why are they not appropriate?
6.
Are there any salary changes or implications to this proposal?  If so, what are they?
7.
Are there any specific MQ or status issues not already discussed in the concept paper?  If so, what are they?
B.  CLASSIFICATION CONSIDERATIONS

Instructions:  Complete only if Concept (Part A) approved by DPA.  Include headings (Background, Classification Considerations, etc.) if using additional paper.  Only complete applicable questions (i.e., provide enough information to support the proposal).  Respond to each of these questions and return with signed-off transmittal to your DPA and SPB analysts.

BACKGROUND

1.
Provide some historical perspective about the organizational setting of the subject class(es) and the needs that this request addresses.
CLASSIFICATION CONSIDERATIONS

2.
What classification(s) does the subject class(es) report to?
3.
Will the subject class(es) supervise?  If so, what class(es)?
4.
What are the specific duties of the subject class(es)?

5.
What is the decision-making responsibility of the subject class(es)?
6.
What would be the consequence of error if incumbents in the subject class(es) did not perform their jobs?  (program problems, lost funding, public safety compromised, etc.)
7.
What are the analytical requirements expected of incumbents in the subject class(es)?
8.
What are the purpose, type and level of contacts incumbents in the subject class(es) make?
NEED FOR NEW CLASS (if necessary)

9.
For New classes only:  what existing classes were considered and why were they not appropriate?
MINIMUM QUALIFICATIONS

10.
What are the proposed or current minimum qualifications of the subject class(es), and why are they appropriate?  (Include inside and outside experience patterns).
PROBATIONARY PERIOD        [ ] Six Months

11.
If a probationary period other than six months is proposed, what is the rationale?
STATUS CONSIDERATIONS (see additional information in Part D).

12.
What is the impact on current incumbents?
13.
Will current employees move by examination, transfer, reallocation, split-off, etc.?  Explain rationale.
CONSULTED WITH

14.
In addition to the departmental contacts listed on the cover sheet, list the names and affiliations of persons who were consulted during the development of this proposal.
C.  SALARY ANALYSIS


(For new class(es) or proposed changes to existing salary level(s) only)


DO NOT SUBMIT TO SPB

Class Title(s)                                                Schematic Code __________     Class Code __________

1.
What is the proposed salary range(s) for the subject class(es)?
2.
What class(es) will the subject class(es) report to and what is its maximum salary(ies)?
3. 
What is the dollar and percentage difference between the maximum salaries of the supervisory and subject class?
4. 
If the proposed maximum salary(ies) is either more or less than 10% below the supervisor's, why?
5.  
If the subject class(es) is supervisory, what class(es)       NOT APPLICABLE [ ]


will it supervise and what is the maximum salary(ies)?           
6.
What is the dollar and percentage difference between the      NOT APPLICABLE [ ]


maximum salaries of the subordinate and the subject class(es)?        
7.
If the maximum step of the proposed salary(ies) is more       NOT APPLICABLE [ ]


or less than 10% above its subordinate class(es), why?

8.
What existing class(es) is being compared to the subject class(es) (e.g., occupational area) and why?
9.
What are the similarities/differences (e.g., duties, responsibilities, organizational level, minimum qualifications, etc.) of the subject and existing comparisons?
10.
Are there historical salary ties or considerations?  If so, discuss.
11.
Why is the proposed salary appropriate?
12.
What Work Week Group are you proposing and why?
