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10.8 Desk Audits/Classification Studies  
A position may be considered for a desk audit/reclassification once a unit member 
has completed one (1) year in specific position and it can be shown that 
responsibilities or additional duties at a higher level have been added to the position, 
which is not reflected in the current job description. For a new unit member, the six-
month probationary period and the six-months of regular permanent employment 
constitute a one (1) year period. A unit member who has submitted a reclassification 
request may not apply for another reclassification for at least one (1) year from the 
date the last approved desk audit/reclassification. 

Two "window periods" will be opened from May 1 through May 31 and November 1 
through November 30 each year to provide unit members the opportunity to submit 
desk audit/reclassification review requests. If approved, the reclassification decision 
(pay and seniority) shall be retroactive to the date of submission. The parties will 
reevaluate the retroactive pay back period and the causes for any delays in this 
process, in future CBA bargaining sessions.   

a. The unit member has the right to submit a desk audit/classification review 
request to the District's Human Resources Department. The unit member 
shall submit the Desk Audit form to their first-level manager for 
acknowledgement purposes only. The first-level manager has ten (10) 
days to sign the form and forward it to Human Resources, and may 
include any comments he or shethey believes to be relevant. It is Human 
Resources' responsibility to notify the employee, first-level manager, and 
the Union of the desk audit/classification review results. 

The District's Human Resources department shall complete a desk 
audit/classification review within ninety (90) days after the submission by 
the unit member, unless an extension is mutually agreed on by the Union 
and District. 

If because of workload or staff absences, the District is not able to meet 
this timeline the union and the affected employee(s) shall be notified in 
writing.  The notification shall include an estimated date for completion of 
the study.  

b. Incumbents will not have their salary reduced if downward reclassification is 
implemented. 

c. The Vice Chancellor of Human Resources and Employee Relations or 
designee will issue written recommendations for classification, changes to 
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the job description (if any) and salary range allocation, and provide it to 
the Union and to the employee at the same time.  

d. The Union may request to meet and confer over any disagreement, 
dispute, or questions regarding the outcome of the desk audit and 
recommendation of the Vice Chancellor of Human Resources and 
Employee Relations within 30 days after receipt. If the Union does not 
request to meet and confer, the determination from Human Resources 
will be considered final. 

c.e. If withinIf, following meet and confers,  30 days following a "desk" or 
position audit and report by the Human Resources Office, the Union and 
the District are unable to reach agreement on the appropriate 
classification and pay rate for position, the following will occur: 

1. Within 30 days of the meet and confer, tThe Uunion and the 
District will jointly select a classification and pay specialist, who 
has no connection to either the District or the Union, to conduct a 
hearing on the issues in dispute.  

2. The Union and the District will jointly each prepare a brief written 
statement of and reasons for their final position on the classification 
and pay rate for the position(s) in the study. A copy of this statement 
will be provided to the other party and to the classification and pay 
specialist within thirty (30) working days of the hearing.  

3. The hearing will be informal and strict rules of evidence will not be 
required. The purpose of the hearing is to provide an opportunity for both 
parties to present facts and arguments in support of their position. Five 
days prior to the hearing, the parties shall exchange anticipated 
exhibits.   

4. The classification and pay specialist shall be limited to selecting either 
the District's or the Union's final proposal. The classification and pay 
specialist is not authorized to recommend any modification to either 
final proposal or to recommend a proposed resolution that is different 
from either the District or Union's final proposal. 

5. The cost of the outside classification and pay specialist shall be shared on a 
50/50 basis. The selection list of the outside classification and pay specialists 
will be mutually agreeable between the District and Union. The outside 
classification and pay specialist selection list shall be upgraded every three 
years in order to obtain current and best-qualified candidates for their 
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expertise in the field of job evaluation. The outside classification and pay 
specialist shall submit their decision within thirty (30) working days. 

6. Procedural violations of this section 10.8 are subject to the grievance 
procedure. The outside classification and pay specialist's resolution of the 
merits of a reclassification request is not subject to grievance procedure.  

f) The reclassification process shall be considered final following: 1) a signed 
agreement (including a finalized job description, seniority list, and any owed 
payment) by the parties or 2) a written selection by the classification specialist 
and if necessary, finalization of job description, seniority list, and any owed 
payment.   
 

10.9  Classification of New Positions 
All newly created positions shall be processed and reviewed by the Union and 
Human Resources to recommend a job description and salary placement. When 
recommending salary placement, consideration shall be given to the newly 
created position with similar positions in and outside of the unit. If the Union does 
not respond within 45 days, the job description and salary schedule placement 
from Human Resources will be considered final.  
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