SAN BERNARDINO COMMUNITY COLLEGE DISTRICT
Request for Reclassification Procedures
Classified Employees

Requests for reclassification shall be made on the appropriate forms obtained from the Office of Human Resources & Employee Relations:

a.
Requests for reclassification may be submitted either by the District or a unit member at any time during the life of this Agreement.

b.
Reclassification applications shall include an effective date when new responsibilities were or shall be assumed.

c.
Upon completion of the appropriate forms a unit member shall submit the reclassification request to the Office of Human Resources.

d.
The Office of Human Resources shall date stamp the request prior to submitting the request to a unit member's immediate supervisor, while keeping a copy on file.  Within ten (10) days, Human Resources will notify employee, with a copy to the supervisor, that the request has been received.
e.
A unit member's immediate supervisor must complete his/her portion of the request and return it to the Office of Human Resources within fifteen (15) working days.


f.
A unit member, and/or supervisor initiating the request, shall have a personal interview with the Reclassification Committee and the submission of the recommendations by the committee to the Chancellor shall be accomplished within six (6) months of the application submittal date.

g.
The Reclassification Committee shall consist of:

· Vice Chancellor, Human Resources & Employee Relations or designee.

· CSEA Labor Relations Representative/Chapter President or designee.

h.
The Chancellor shall consider the request and, if granted, the reclassification shall be approved by the Board of Trustees.

i.
If the reclassification is denied by the reclassification committee, the unit member has the right to appeal in writing to the Chancellor within fifteen (15) days of the committee's finding.

j.
If the Reclassification Committee disagrees each member of the committee shall submit a position statement with their rationale to the Chancellor within fifteen (15) working days.

· The Chancellor shall notify the unit member and reclassification committee in writing within thirty (30) working days of his/her decision and rationale.  The Chancellor's decision shall be final.
k.
If a reclassification is approved, the salary change shall become effective on the date the application was submitted to the Office of Human Resources if a unit member had previously assumed the new responsibilities.
l.
If a unit member has not assumed the new responsibilities prior to the approval of the reclassification request, the salary change shall become effective with the date of Board approval.
Incumbent rights

When a position(s) is reclassified, the incumbent(s) in the position(s) shall be entitled to serve in the new position(s).

Salary of Position Reclassification
The salary of a unit member in a position that is reclassified shall be determined as follows:

a.
If a position is reclassified to a classification having the same salary range (reclassification - lateral), the salary and anniversary date of the unit member shall not change.
b.
If a position is reclassified to a classification having a higher salary range (reclassification - upward), the unit member shall be placed on the appropriate salary range of their new classification  which would result in no less than a five (5%) increase over the current salary, except if the new placement is at Step E.  However, does not preclude being placed at a higher step.
c.
If a position is reclassified to a classification having a lower salary range (reclassification - downward) for any reason (within restrictions of the Education Code and CSEA Agreement Article 9, Layoff and Reemployment), the unit member shall be placed on the salary schedule according to the unit member's years of service.  The anniversary date of the unit member shall not change.

Anniversary Date

The District shall advance a unit member to the next range on the salary schedule as follows:

a.
The date the application is submitted to the Officer of Human Resources if the unit member has previously assumed the new responsibilities,   or
b.
The date of Board of Trustees approval if the applicant has not assumed the new responsibilities prior to reclassification approval.
Placement in Classification and Range 
Every bargaining unit member shall be placed in a classification and range in the classified service.
Classification and Reclassification Requirements

Position classification and reclassification shall be subject to mutual

agreement between the District and CSEA.

Either party may propose a reclassification for any position at any time during the life of the Agreement.
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