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Irvine Unified School District 

Reclassification
Reclassification of a position occurs as a result of changes in job scope and job depth that occur because of organizational need.  It is triggered by changes in the organizational environment, not by increased skills gained by individual employees or additional work in the same class.

Job scope:
The number and variety of different tasks required by the position and performed by the job holder.

Job depth:
The amount of freedom for the job holder to plan and organize their own work at their own pace and to communicate regarding that work.  The level of independence in decision-making.  The impact of the decisions on people, programs and the organization.

Reclassification Process:

Phase I: Job Analysis Request


The employee and his/her administrator  complete a Job Analysis Request including a description of the specific work believed to be outside of the current classification.  The focus is on an analysis of the work beyond the scope and depth of the current description and not on increased skills or a greater amount of the same type of work covered by the current job description.

Phase II: Job Analysis


The Human Resources administrator or designee shall complete an analysis of the request including pertinent information relating to the nature of the specific job within the organization; duties, responsibilities, and skills required; levels of independence; levels of difficulty related to data, people, and duties.  The job analysis may include on site observation(s) and may include interviews with the job holder and others.

Phase III: Comparison Survey

Human Resources staff compile and analyze job descriptions and compensation data from other districts and agencies, comparing the IUSD job description to this survey data.

Phase IV: Reclassification Committee Review

Human Resources will present the findings and the recommendation(s) for review by the Reclassification Committee.   

Hit Tab to Begin Form – Complete, Print, and Return to Human Resources


 

   Irvine Unified School District

JOB ANALYSIS REQUEST

	Name:
	     
	Date of Request:
	     

	Position
	     
	Phone Extension:
	     

	Supervisor:
	     
	
	

	Person(s) Completing Request form:
	     


1. Review current job description.

2. Identify and list specific work which you believe to be beyond job description on a consistent basis.

	     


3. Identify and list permanent changes in job scope and/or job depth beyond requirements of current description.

	     


4. Summarize the impact of the changes noted in questions 2 & 3 on you, others, the program, and the organization.  

	     


Supervisor/Administrator:

Initial here 

 to verify that you have reviewed this request.  Your initials do not signify approval. 
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