POLICY Board of Trustees ‑ Montgomery College

33002

Chapter:
Personnel
Modification No.  001 
Subject:
Staff Position Content Control and Management


I.
Administrative, associate, and support staff positions shall be organized in such a manner as to provide for the efficient and effective utilization of human resources in the achievement of the College's goals.  Changes in job assignments shall be systematically examined prior to the actual reassignment of duties.  This examination shall provide:  control by administrative channels over the assignment of duties and responsibilities; information to supervisors regarding probable classification and budget implications and the practicality and effectiveness of the proposed changes on staffing patterns; and a means by which employees are fairly compensated for changes in the level of work they perform.

II.
The President is authorized to establish procedures to implement this policy.

Board Approval:  September 21, 1987.
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PROCEDURE ‑ Montgomery College
33002CP

Chapter:
Personnel
Modification No.  016 
Subject:
Staff Position Content Control and Management

I.
Responsibility

A.
All levels of supervisory positions are responsible for the delegation of duties and responsibilities to individual positions in a manner that provides for the efficient and effective utilization of human resources in the achievement of that supervisor's unit goals.

 
B.
The Director of Personnel Services shall monitor changes in duties and responsibilities to ensure that proper approvals have been obtained, and shall prepare an analysis of the changes to indicate probable classification and budget implications and to evaluate the practicality and effectiveness of the changes on staffing patterns.

II.
Assigning New Duties and Responsibilities Outside the Expectations of the Occupational Class

A.
An immediate supervisor desiring to assign substantive new duties on a permanent basis to an administrative, associate, or support staff position shall prepare in writing a request for the approval of such assignment from the next level of supervision, prior to any actual delegation of duties.  This request shall include a detailed description of the new duty to be assigned, and a statement which explains why such delegation is necessary or desirable and how it helps the immediate organizational unit achieve it's goals.


B.
The next supervisor shall review the request to assign substantive new duties and its justification, and make a determination as to whether or not such assignment is warranted (efficient and effective utilization of human resources in the achievement of the unit's goals).  Requests to substantially change administrative staff positions shall be submitted to the President for approval.  



1.
If, in the opinion of the next supervisor, the assignment is not warranted, the immediate supervisor shall be so notified in writing.



2.
If, in the opinion of the next supervisor, the assignment is or might be warranted, the request is forwarded to the Director of Personnel Services along with any other supporting documentation.


C.
The Director of Personnel Services shall review the materials received from the next supervisor and undertake whatever review is necessary to render an evaluation.  This evaluation shall be made in writing to the next supervisor and shall include the following:
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1.
Advice on the probable effect of such assignment on the classification of the position(s) in question and other positions in the unit.

2.  Advice on the probable budget implications resulting from the classification changes indicated above.



3.
Advice on the practicality and effectiveness of the proposed changes on staffing patterns.  


D.
Upon receipt of the Director of Personnel Services' evaluation, the next supervisor shall make a determination as to whether such assignment shall be authorized.



1.
If the decision of the next supervisor is to deny the request, the immediate supervisor shall be notified in writing of this decision with copies of the notification being sent to the Director of Personnel Services.



2.
If the Director of Personnel Services' evaluation found such assignment to be practical and effective changes on staffing patterns, and if the decision of the next level supervisor is to approve the request, the immediate supervisor and the incumbent(s) shall be so notified in writing and a copy sent to the Director of Personnel Services.



3.
If the Director of Personnel Services' evaluation considered such assignment to be impractical and/or ineffective changes on staffing patterns, and if the decision of the next level supervisor is to approve the request, the next level supervisor shall arrange a meeting with the Director of Personnel Services in an effort to resolve any differences.




a.
If the Director of Personnel Services agrees with the rationale for reassigning duties and responsibilities, the next level supervisor shall so notify the immediate supervisor and the incumbent(s) in writing of the approved changes and send copies of the notification to the Director of Personnel Services .




b.
If the Director of Personnel Services disagrees with the rationale for reassigning duties and responsibilities, the next level supervisor shall seek approval from the Director of Human Resources.





(1)
If the decision of the Director of Human Resources is to deny the request, the immediate supervisor shall be so notified in writing of this decision and a copy sent to the Director of Personnel Services.
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(2)
If the decision of the Director of Human Resources is to approve the request, the immediate supervisor and the incumbent(s) shall be so notified in writing and a copy sent to the Director of Personnel Services.


E.
In those instances where the Director of Personnel Services' evaluation indicated possible classification changes, a classification review shall be conducted within 60 days of receipt of the authorization.

Administrative Approval: September 21, 1987; September 27, 1990.
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