Grossmont-Cuyamaca Community College District

Reclassification Request Information & Instructions

CLASSIFICATION AND RECLASSIFICATION INFORMATION
FOR EMPLOYEES AND SUPERVISORS

The Position Classification process is to classify positions and assign duties.  Education Code Section 88095 requires the Governing Board “fix the duties of all positions a part of the classified service as required by Section 88009.” The Position Descriptions located on the District website are the official classifications within the Grossmont-Cuyamaca Community College District.  It is also understood that not all reasonably related job duties can be included in the classification specification.

Reclassification is the process used to determine if an employee has gradually accrued higher-level duties over at least a two (2) year time period. Education Code 88104(b) states that the “basis for reclassification of a position shall be a gradual accretion of duties and not a sudden change occasioned by a reorganization or the assignment of completely new duties and responsibilities.”

Requests for position reclassification review will only be accepted during the window period, 
Thursday, October 1, 2026 through Friday, January 8, 2027, at 5:00 p.m.

If you have questions about this process, please contact the Personnel Commission via email at Personnel.Commission@gcccd.edu.

WHY AM I COMPLETING THE CLASSIFICATION REQUEST FORM?

Classification, reclassification, salary level, workload, and performance are often confused by employees, managers, and the public. Employees often believe that submission of this form will provide them with a resolution to a question or concern they might have related to their salary, workload, or performance, but these issues are not addressed through the classification review process. The classification review process is solely to determine if an employee is performing higher-level or unrelated work. We provide the following scenarios for your consideration before you complete the request for position classification review.

If your primary purpose in completing this form is aligned to one of these statements…

· I understand in order to be eligible to submit a request for reclassification, I must have served more than two (2) years in my current classification in a regular position. It is important to note that temporary Out-of-Class (OOC) and hourly assignments are not considered in the two (2) year service period.
· I understand I cannot have been the subject of a reclassification study during the last two (2) years (regardless of the outcome of the reclassification study).  The two-year period shall be measured from the date the prior reclassification request was submitted. If you have any questions regarding this requirement, please contact the Personnel Commission staff at (619)644-3795 or Personnel.Commission@gcccd.edu. 
· My duties over the years have significantly changed. These changes have required that I take on greater responsibility or have to use a higher level of skill.
· I now serve as the lead person in my department.
· The complexity of my job has increased and is no longer at the same level.
· The duties that have been added to my job require that the minimum requirements, training, and skills be changed in the position description.

… then requesting that your position be reviewed may be a way to have your concerns addressed. Prior to submitting the form, you should review your existing position description with your supervisor with a focus on a two-way dialogue about your duties.

Otherwise, if your primary purpose falls into one of the following scenarios, then the reclassification request process might NOT be the best avenue for you to pursue.
If your primary purpose in completing this form is aligned to one of these statements…

· I see someone else in [job title] is paid more than I am, and I don’t think it is fair.
· Other jobs in the District have received equity adjustments, but I haven’t and I don’t think it is fair. It creates an imbalance in the salaries.
· The District doesn’t pay me enough for what I do.
· I think there should be more of a difference between my salary and someone else’s in my job series.
· People in other districts make more than I do for the same job.

… then requesting that your position be reviewed is most likely not the best venue for your concerns. These scenarios are about salary and compensation and are addressed through a series-wide classification and compensation study.

Compensation and classification studies are performed by or through the Personnel Commission and are then negotiated between the Human Resource Services Division and the appropriate bargaining unit.

If your primary purpose in completing this form is aligned to one of these statements…

· I have received duties from other classifications, and I can’t get everything done in 8 hours.
· Some of the duties I am doing are because positions were eliminated. I think I should get more money to compensate for the new duties.
· The State has required more regulations, so it takes me longer to do my job than it did before.
· I am under great stress to do my job. There is more to do (phone calls, complaints, etc.).
· I have been assigned the work of underperforming colleagues to ensure the work is completed in my office.

… then requesting that your position be reviewed is most likely not the best venue for your concerns. These scenarios are about workload and are addressed through a discussion with your supervisor. Using your official position description, the focus of this conversation should be to work with your supervisor to prioritize your duties; supervisors may also consider working with leadership to add different types of classifications through the proper processes; or to provide recommendations to the Personnel Commission regarding updates to the current position description.




If your primary purpose in completing this form is aligned to one of these statements…

· I work very hard and deserve a raise.
· I have a lot of skills and talents and have saved the District a lot of money over the years.
· My supervisor tells me I am an outstanding employee and should be better paid.

… then requesting that your position be reviewed is most likely not the best venue for your concerns. These scenarios are about performance and are addressed through a discussion with your supervisor and are reflected in good reviews or encouragement and/or preparation to apply for promotion to another position.

DIRECTIONS TO EMPLOYEES
You will be asked to give an accurate and complete statement of your duties. Please fill out the Reclassification Request form completely and carefully to give an exact description of the work you do.

1. Please complete all sections of the request document.
a. The employee must have served more than two (2) years in the current classification in a regular position to be eligible to submit a request for reclassification. Temporary Out-of-Class (OOC) and hourly assignments are not considered in the two (2) year service period.
a. Please use your official position description when completing this form. Position descriptions can be found on the District website.
a. You may attach documents to the form when submitting it.
a. List your full official title including, I, II, etc., if applicable. Your descriptive or working title may be included in parentheses, if desired.
1. Submit your Reclassification Request form, with any accompanying documents, to the Personnel Commission no later than Friday, January 8, 2027, at 5:00 p.m.
1. A signed duplicate should be retained by the employee.
1. The Personnel Commission staff will handle submitting your questionnaire to your supervisor and next level manager.
1. Upon receipt of the Supervisor’s Reclassification Response, Personnel Commission staff will contact the employee to coordinate a desk audit and interview.
1. Personnel Commission staff will provide the employee with additional information and instructions to assist in preparing for the desk audit and interview.
1. Following completion of the employee interview, Personnel Commission staff will meet with the supervisor to review and discuss the supervisor’s responses submitted as part of the reclassification review.
1. Once all required desk audits and interviews have been completed, Personnel Commission staff will conduct a detailed analysis of the information and documentation collected throughout the review process.
1. Upon completion of the analysis and determination, the employee will receive an email notification regarding the outcome of the Reclassification Request.
1. Following completion of the Reclassification Review process, the employee will have an opportunity to appeal the determination, as applicable. Information regarding the appeal process and the appropriate next steps will be provided to the employee at that time.




DIRECTIONS TO SUPERVISORS
You will be asked to give an accurate and complete response to the Reclassification Request submitted by the employee. 

1. You will be provided with a copy of the employee’s Reclassification Request along with a Supervisor’s Reclassification Response form.
2. Please complete all sections of the Supervisor’s Reclassification Response form completely and carefully to give an exact picture of the work you assign to the employee.
3. Submit your Supervisor’s Reclassification Response form, with any accompanying documents, to the Personnel Commission no later than Friday, January 29, 2027, at 5:00 p.m.
4. A signed duplicate should be retained by the supervisor.
1. [bookmark: _GoBack]Submission of this form does not necessarily indicate agreement of the employee’s reclassification request.
1. Following completion of the employee interview, Personnel Commission staff will meet with the supervisor to review and discuss the supervisor’s responses submitted as part of the reclassification review.
1. Once all required desk audits and interviews have been completed, Personnel Commission staff will conduct a detailed analysis of the information and documentation collected throughout the review process.

POSSIBLE OUTCOMES TO RECLASSIFICATION REQUESTS
Personnel Commission staff will review and analyze all submitted content and interaction materials pertinent to the Reclassification Request and will inform both the employee and the supervisor of the outcome.  The results of the analysis could fall within one of the following:


· It is determined that the employee is not eligible to request a review due to lack of time in the position.
· It is determined that the new or additional duties are within the reasonable scope of work represented by the classification description and therefore the request is denied/dismissed.
· It is determined that the new or additional duties are higher-level.  However, the District exercises its right to remove the additional/new duties.  Should the District decide to remove the additional duties from the incumbent, the District shall meet with the employee and representing body, if any, to discuss the impact and effects of such decision.
· It is determined that the new or additional duties are higher-level and the incumbent should be reclassified to a different pre-existing classification or reclassified to a different classification to be created by the Personnel Commission in collaboration with the District and the representing union.
. Please note:  Reclassification may result in a reallocation of salary but this is NOT guaranteed.

