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AFT Reclassification Guidelines:

AFT Professional Staff may apply for a reclassification of their position if there has been a change of
scope in job duties and responsibilities to a sufficient extent as to warrant a reclassification. The
opportunity to submit a reclassification request is a contractual right for AFT Professional Staff under
the AFT collective bargaining agreement. Please review the AFT Reclassification Procedures
available on Workday Resources or on the Human Resources website before completing the
Request.

Preliminary Considerations:

1. The reclassification request may be submitted with or without your supervisor’'s approval. Once
initiated, the Request will route to your supervisor for review and additional information.

2. You are required to upload the documents listed below. Requests missing the necessary
documents below will be deemed incomplete and will be returned:

e Any and all job descriptions under which the employee has worked while in this title. If
the employee does not have the job description, copies may be requested from the
supervisor.

e Alisting of any new and/or additional job duties not included in the prior job
descriptions(s) as well as identification of any of the duties from the prior job
description(s) no longer being performed.

e Proposed job description indicating the work being performed and clearly indicating the
new responsibilities; different from original job description.

e Justification statement addressing why the reclassification is warranted. This should be
based on the increased duties and responsibilities, how the scope of work or level of
responsibility has changed, and any other information that supports this reclassification
request.
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e Organizational chart for the department/unit showing the position and any positions
supervised which the employee may request from the supervisor.

3. The Request has two parts:

Part One - Employee Questions: For the requestor (employee) to answer. If the
reclassification is being submitted by the supervisor, the supervisor must complete part
one on behalf of the employee.

a. Part Two - Manager Questions: Only for the managers to answer. The manager must
answer all the questions to avoid the request being sent back.

NOTE: The process button in Workday is labeled "Approve." However, clicking the
Approve button does not automatically signify approval of this reclassification request.
The application will be reviewed and approved by the Classification and Compensation
team in accordance with University policies and contractual provisions.

Steps for Initiating the Reclassification Request as an Employee.

1. Enter “Create Request” in the Workday search bar. Workday will populate a variety of
task/reports based on the search criteria entered. Select the “Create Request” Task and then
select “All” or type “Reclass” in the search bar of the create request and press “Enter” on your
keyboard for the selection to auto populate.

(1 create request Create Request

»  (Create Request Raguast Typs * N

» Lreate Su |.a|.1|:l.'r Reguest

VIEW MORE
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2. Scroll through the various options and select “Reclassification AFT”. Once selected, click
“OK”.

Create Request X

Request Type * | X Reclassification AFT

Search

& Al

Dependent, Spouse, Civil Union Partner
Tuition Waiver Application

(7 Employee Tuition Reimbursement for
Graduate Degree

() Employee Tuition Reimbursement for
Undergraduate Degree

¢y Employee Tuition Waiver for Graduate
7 Degree

(7 Employee Tuition Waiver for
7 Undergraduate Degree

i:} Flexible Work Arrangement Request

'S
L

PCard Request
o Reclassification AFT
(::I Security/Access Role Request

|(_:| Supplier Update

S
-
S

-
) Travel Card Request

3. Please review the Reclassification Procedures on the screen and proceed to answer the
questions related to your reclassification request. All seven questions in Part One must be
answered.

Note: As the employee requesting this reclassification you do not answer Part Two: Manager
Questions. If you are the employee requesting this reclass, you do not need to enter anything
in the On Behalf Of section.

Part One - Employee Questions:

Question:1 of 7.
e Enter the employee's current title.
Part One: Employee Questions

Question:1 of 7. Enter the employee's current title
(Required)
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Question: 2 of 7.
o Enter the employee's current Department.

Question: 2 of 7.
Enter the employee's current Department
(Required)

Question: 3 of 7.
¢ Select the employee's current Division.

Question: 3 of 7.
Select from the dropdown the employee's current Division
(Required)

select one v

Question: 4 of 7.
o Enter the current salary, range and step.

Question: 4 of 7.
Enter the current salary, range and step
(Required)

Question: 5 of 7.
o Enter the requested title.

Question: 5 of 7.
Enter the requested title.
(Required)
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Question: 6 of 7.

e Enter the requested classification.
o Please note that the requested classification is subject to review and approval in
accordance with contractual provisions and applicable policies and procedures.

Question: 6 of 7.
Enter the requested classification. Please note that the requested classification is subject to review and approval in accordance with

contractual provisions and applicable policies and procedures.
(Required)

Question: 7 of 7.

e Enter the best phone number or extension to contact in the event there are questions
related to this application. Also indicate the name of the person related to the number

provided.

Question: 7 of 7.
Enter the telephone number/extension or cell phone number to contact in the event there are questions related to this

application. (Include the name of the contact person - either Manager or Employee)
(Required)
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4. The reclassification request requires the upload of various documents, as listed and seen
below. These documents are essential in supporting your application for reclassification.
Please ensure ALL listed documents are uploaded before submission. Please note that there
is no limit to the number of documents that can be uploaded.

Please ensure you have attached the required documents:

1. Any and all job descriptions under which the employee has worked while in this title. If the employee does not have the
job deseription, copies may be requested from the supervisor.

2. Alisting of any new and/or additional job duties not included in the prior job descriptions(s) as well as identification of

any of the duties from the prior job deseription(s) no longer being performed.

3. Proposed job description indicating the work being performed and clearly indicating the new responsibilities; different
from original job description.

4. Justification statement addressing why the reclassification is warranted. This should be based on the increased duties
and responsibilities, how

the scope of work or level of responsibility has changed, and any other information that supports this reclassification
request.

5. Organizational chart for the department/unit showing the pesition and any positions supervised which the employee
may request from the supervisor.

Material/information which may be included by the employee beyond that which is set forth above is that which provides
additional explanation how the scope of work and/or level of responsibility/authority has changed, how the specific du-
ties and responsibilities of the position do not conform to the job description for the title, and/or which otherwise sup-

ports the employee's request for a reclassification.
(Required)

Drop files here

or

Select files

5. As an employee initiating this request, this is where you stop. DO NOT complete the questions
assigned to the Manager. At this point, your reclassification request is complete on your end
and will advance to the next step in the process.

Note: If you have not answered all the Employee questions, you will be alerted with an error
message indicating the areas that need your attention. When all the questions are answered,
and all documents are uploaded you can click “Submit”.

e You will also have the option to Save for Later or Cancel the Request at any time.

m ( Save for Later ) ( Cancel )

e “Cancel” will trigger a message to Discard or Continue your Request. If you select
“Continue” you will return to the Request page to continue the completion of the

questionnaire. "Discard" will delete your page, and you may lose any entered
information.
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Discard Changes?

Are you sure you want to discard changes made on this page?

«<P

e “Save for Later” will save the request in your inbox to return to when you are ready to
complete and submit.

Event saved. Awaiting submission
Up Next: Annie Lobb | Revise Request

View Details

Revise

Manager Review Process:

1. The Reclassification Request is routed to the Manager to review the information entered by the
employee and to complete Part Two: Manager Questions. Please review the text at the top
of the page to guide you through the necessary managerial tasks.

Note: If the Manager/Supervisor initiated the Request, this step is skipped.

This is a Request for Reclassification of a position for an AFT Professional Staff employee under your supervision.

A professional staff employee or immediate supervisor may initiate an Application for Reclassification if they believe there has been a change of scope to the duties and responsi-
bilities of the position to a sufficient extent to warrant a reclassification.

The document regarding AFT Negotiated Reclassification Procedures is available in the link below and should be downloaded and reviewed to ensure all procedures are followed

in accordance with AFT guidelines.

AFT Reclassification Procedures

Required tasks:

1. Review the employee responses in the questionnaire (Part One: Employee Questions).

2. Scroll to the Manager questions (Part Two: Manager Questions) of the questionnaire and enter the information requested. (scroll down
the questionnaire to view Part Two - Manager Questions).

NOTE: If you have any additional information and/or comments regarding this application, please include it in this section or in the com-
ments section below. Additionally, if you have any documents you wish to include, please upload before submitting in the Attachments
section below.

IMPORTANT: Clicking the Approve button does not necessarily indicate approval of this reclassification application. The application is
subject to review and approval by the Classification and Compensation team in accordance with University policies and contractual
provisions.
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Part Two - Manager Questions:
Question: 1 of 3.

e Provide the position number and current position budget for position currently held by
the employee.

Question: 1 of 3.
Provide the Current Position Number AND the Current Position Budget for the position the employee holds.

**To find the position budget for an employee. On the employee profile select the Job category
> select (click) on the hyperlink next to Position under Job Details tab > On the Position page
select (click) on the hyperlink next to Position Restrictions > there are four tabs, select the tab
called Position Budget. On this page you can view the position budget and the related worktags.

Question: 2 of 3.

e What anticipated/estimated cost increase/decrease are related to this action? Consider
the current salary and requested salary information from the questionnaire.

Please note that if approved, the classification and salary will be determined by the
Classification and Compensation team and in accordance with contractual guidelines.
Therefore, your request is an estimate and will be confirmed upon the completion and
approval of the application review.

Question: 2 of 3.
What are the increase/decrease anticipated/estimated costs related to this action?

Consider the current salary and requested salary information from the questionnaire. Please note that if approved,
the classification and salary will be determined by the Classification and Compensation team and in accordance
with contractual guidelines. As such, your request is an estimate and will be confirmed once the application
review has been completed and approved.

Question: 3 of 3.

e Please specify the Fund, Cost Center, and Ledger Account from which the
anticipated/estimated additional funds to cover the increase will be sourced. Ensure that
funds other than salary savings are designated, as salary savings cannot be used to
reclassify positions.
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Question: 3 of 3.
Please indicate from which Fund, Cost Center, and ledger account these anticipated/estimated additional funds to cover the
increase may be made.

Please be sure to designate funds other than salary savings. Salary savings may not be used to reclassify positions.

1. Please indicate if you agree or disagree with the information contained in the reclassification
Request, including the description of job duties, and the request to reclassify the position. If
you “Agree” include additional comments in support of this reclassification request.

Please indicate if you agree/disagree with the information contained in the application, including the description
of duties, and the request to reclassify the position.

o Agree

(j Disagree

Please add additional comments in support of this Application.
(Required)

If you “Disagree” with the proposed job duties, please attach a statement of job duties to be
removed and provide additional comments as to why you do not support this application.

Please indicate if you agree/disagree with the information contained in the application, including the description
of duties, and the request to reclassify the position.
(J Agree

o Disagree

If you disagree with the description of job duties, please attach a statement of job duties to be removed.
Provide additional comments as to why you do not support this application.
(Required)

2. If you have any additional information or comments regarding this application, please use the
comments section and/or upload any supplementary documents in the upload section before
submitting.
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Steps for Initiating the Reclassification Request as an Employee’s
Manager:

1. Enter “Create Request” in the Workday search bar. Workday will populate a variety of
task/reports based on the search criteria entered. Select the “Create Request” Task and then
select “All” or type “Reclass” in the search bar of the create request and press “Enter” on your
keyboard for the selection to auto populate.

Q1 create request =) Create Request »

:l Create Reguest Roguest Type * | Seach

Task

,_Ll__.l Create Supplier Reguest Rt Ty by Workdwy Ojet
L Task

VIEW MORE

2. Scroll through the various options and select “Reclassification AFT”. Once selected, click
“‘OK”.

Create Request X

Request Type * | 3 Reclassification AFT

Search

& Al

Dependent, Spouse, Civil Union Partner
Tuition Waiver Application

(™ Employee Tuition Reimbursement for
Graduate Degree

(™ Employee Tuition Reimbursement for
Undergraduate Degree

(" Employee Tuition Waiver for Graduate
Degree

(y Employee Tuition Waiver for
~  Undergraduate Degree

Ty =
() Flexible Work Arrangement Request
Y

‘\,./I

PCard Request

o Reclassification AFT

Ty sy

() Security/Access Role Request
Y "

() Supplier Update

‘C) Travel Card Request
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3. If you are a manager submitting this Request on behalf of an employee, enter the name of the
employee in the “On Behalf Of” field.

Reclassification AFT 3

APPLICATION FOR RECLASSIFICATION - Professional Staff

If you are a manager submitting this Request on behalf of an employee, enter the name of the employee in the On Behalf Of field below and enter the information requested in Part One and Part Two of the questionnaire

4. Please review the Negotiated Reclassification Procedures and proceed to answer the
questions related to the employee’s reclassification request. All questions in Part One:
Employee Questions and Part Two: Manager Questions must be answered.

On Behalf Of |

Part One - Employee Questions:
Question:1 of 7.

e Enter the employee's current title.

Part One: Employee Questions
Question:1 of 7. Enter the employee's current title
(Required)

Question: 2 of 7.

e Enter the employee's current Department.

Question: 2 of 7.
Enter the employee's current Department
(Required)

Question: 3 of 7.

e Select the employee's current Division.

Question: 3 of 7.
Select from the dropdown the employee's current Division
(Required)

select one s
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Question: 4 of 7.
e Enter the current salary, range and step.

Question: 4 of 7.
Enter the current salary, range and step
(Required)

Question: 5 of 7.

e Enter the requested title.

Question: 5 of 7.
Enter the requested title.
(Required)

Question: 6 of 7.

e Enter the requested classification.
o Please note that the requested classification is subject to review and approval in
accordance with contractual provisions and applicable policies and procedures.

Question: 6 of 7.

Enter the requested classification. Please note that any requested classification is subject to review and approval in
accordance with contractual provisions and applicable policies and procedures.

(Required)

Question: 7 of 7.

e Enter the best phone number or extension to contact in the event there are questions
related to this application. Indicate the person related to the telephone number provided.

Question: 7 of 7.

Enter the telephone number/extension or cell phone number to contact in the event there are questions related to this
application. (Include the name of the contact persen - either Manager or Employee)

(Required)
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5. The reclassification request requires the upload of various documents, as listed and seen
below. These documents are essential in supporting an employee’s application for
reclassification. Please ensure ALL listed documents are uploaded before submission. Please
note that there is no limit to the number of documents that can be uploaded.

Please ensure you have attached the required documents:

1. Any and all job descriptions under which the employee has worked while in this title. If the employee does not have the job description, copies may be re-
quested from the supervisor.

2. Alisting of any new and/or additional job duties not included in the prior job descriptions(s) as well as identification of any of the duties from the prior job
description(s) no longer being performed.

3. Proposed job description indicating the work being performed and clearly indicating the new responsibilities; different from original job description.

4. Justification statement addressing why the reclassification is warranted. This should be based on the increased duties and responsibilities, how

the scope of work or level of responsibility has changed, and any other information that supports this reclassification request.

5. Organizational chart for the department/unit showing the position and any positions supervised which the employee may request from the supervisor.

Material/information which may be included by the employee beyend that which is set forth above is that which provides additional explanation how the
scope of work and/eor level of responsibility/authority has changed, how the specific duties and responsibilities of the position do not conform to the job de-

scription for the title, and/or which otherwise supports the employee's request for a reclassification.
(Required)

Drop files here

or

Select files

6. IMPORTANT: As the manager requesting the reclassification on behalf of an employee you
are required to complete the questions assigned to the Manager in Part 2.

Part Two - Manager Questions:

Question: 1 of 3.

e Provide the position number and position budget for the position currently held by the
employee.

Question: 1 of 3.
Provide the Current Position Number AND the Current Position Budget for the position the employee holds.

**To find the position budget for an employee. On the employee profile select the Job category
> select (click) on the hyperlink next to Position under Job Details tab > On the Position page
select (click) on the hyperlink next to Position Restrictions > there are four tabs, select the tab
called Position Budget. On this page you can view the position budget and the related worktags.
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Question: 2 of 3.

e What anticipated/estimated cost increase/decrease are related to this action? Consider
the current salary and requested salary information from the questionnaire.

Please note that if approved, the classification and salary will be determined by the
Classification and Compensation team and in accordance with contractual guidelines.
Therefore, your request is an estimate and will be confirmed upon the completion and
approval of the application review.

Question: 2 of 3.
What are the increase/decrease anticipated/estimated costs related to this action?

Consider the current salary and requested salary information from the questionnaire. Please note that if approved,
the classification and salary will be determined by the Classification and Compensation team and in accordance
with contractual guidelines. As such, your request is an estimate and will be confirmed once the application
review has been completed and approved.

Question: 3 of 3.

e Please specify the Fund, Cost Center, and ledger account from which the
anticipated/estimated additional funds to cover the increase will be sourced. Ensure that
funds other than salary savings are designated, as salary savings cannot be used to
reclassify positions.

Question: 3 of 3.
Please indicate from which Fund, Cost Center, and ledger account these anticipated/estimated additional funds to cover the

increase may be made.

Please be sure to designate funds other than salary savings. Salary savings may not be used to reclassify positions.
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7. Please indicate if you agree or disagree with the information contained in the reclassification
Request, including the description of job duties, and the request to reclassify the position. If
you “Agree” include additional comments in support of this reclassification request.

Please indicate if you agree/disagree with the information contained in the application, including the description
of duties, and the request to reclassify the position.

O Agree

(J Disagree

Please add additional comments in support of this Application.
(Required)

If you “Disagree” with the proposed job duties, please attach a statement of job duties to be
removed and provide additional comments as to why you do not support this application.

Please indicate if you agree/disagree with the information contained in the application, including the description
of duties, and the request to reclassify the position.

(J Agree

o Disagree

If you disagree with the description of job duties, please attach a statement of job duties to be removed.
Provide additional comments as to why you do not support this application.
(Required)
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8. If you have any additional information or comments regarding this application, please use the
comments section and/or upload any supplementary documents in the upload section before
submitting.

If you have any additional information and/or comments regarding this application, please enter them in the
comments section below. Additionally, if you have any documents you wish to include, please upload here before
submitting.

Drop files here

or

Select files

enter your comment

Note: If you have not answered all the questions, you will be alerted with an error message
indicating all the areas that need your attention. When all the questions are answered, and all
documents are uploaded you can click “Submit”.

e You will also have the option to Save for Later or Cancel the Request at any time.

m ( Save for Later ) ( Cancel )

e “Cancel” will trigger a message to Discard or Continue your Request. If you select
“Continue” you will return to the Request page to continue the completion of the
questionnaire. "Discard" will delete your page, and you may lose any entered
information.

Discard Changes?

Are you sure you want to discard changes made on this page?
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e “Save for Later” will save the request in your inbox to return to when you are ready to
complete and submit.

Event saved. Awaiting submission
Up Next: Annie Lobb | Revise Request

View Details

Revise

Approval Processes After Request is Submitted:

1. The Reclassification Request is routed to the following team members for review and approval.

a. Approval by employee’s Unit Head;
b. Approval by employee’s Vice President.

Note: The “Approve” button does not necessarily indicate approval of this Reclassification
Request. The application is subject to review and approval by the Classification and
Compensation team in accordance with University policies and contractual provisions.

2. Once it has been submitted by the Unit Head and Vice President for their review and
comment, the Reclassification is submitted to the Classification and Compensation team for
review and determination.

3. Approval/Review steps allow for various options — Approve, Send Back, Add Approvers, Save
for Later or Cancel:

‘ Add Approvers Il

Deny

Save for Later

Cancel

e Send Back: A list of names from previous approvers/reviewers will populate for you to
select from and send back to. Please ensure to include the reason for sending the request
back in the comments section.

e Add Approvers: Provides additional approval Security Groups for selection and includes a
Comment box to specify the reason for requesting further approval. Please note, the
current step is indicated as approved when it's sent for additional approval. Currently the
security Groups available for selection are Cost Center Level 2 Approver, Cost Center
Manager and Unit Head.
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Save for Later: An opportunity to save the document in your Inbox for later. This will save
any data that may have been changed during the review process.

Cancel: Closes the document and asks if you want to Discard the Changes? If there are
no changes made, the document closes and remains in your Inbox for later. This option
may be more relevant for Review steps where changes may be made.

Deny: DO NOT select this option. Selecting "Deny" cancels the entire request. If you disagree
with this reclassification request, provide your reasoning in the comments section for the
Classification and Compensation team to review.
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