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Who is participating in the study?

All represented and non-represented administrative and support staff positions are included in the Study.  Positions of Dean, Vice President, Executive Vice President, Faculty and commissioned Police Officers are not part of this Classification Study and do not have to complete the Position Description Questionnaire (PDQ).

What is a classification structure?

Classification is the process of studying, analyzing and describing the nature and level of work performed by employees. The process includes reviewing the PDQs/questionnaires, conducting either occupational panels or interviews, asking any additional questions needed, and applying Fox Lawson’s years of experience and expertise to gain a thorough understanding of each job as it relates to the organization as a whole. The result of this comprehensive analysis is a classification structure document that references both existing and new job classifications to be defined in the study.

Will employees be able to provide input? 
Yes, employees will provide input at several stages throughout the study. First, all employees included in the study will complete a Position Description Questionnaire, which gives Fox Lawson & Associates (FLA) the data needed to compare positions within the organization. Second, selected employees will have the opportunity to participate in interviews or on occupational panels.  Finally, the Classification Committee will have an opportunity to provide input and clarifications to Fox Lawson.
What is an occupational panel?

An occupational panel is a group of employees from the same job family such as clerical, financial, or information technology. These panels help the Consultant create and define the new classification structure for that job family.

How will Fox Lawson select individuals for interviews or panels?

Every employee included in the study will have the opportunity to compete a PDQ, but only a representative sample will participate in interviews or panels. For interviews, FLA may select one or more representatives from within each of the job classifications under study, and who have occupied their current job for more than one year. FLA may also interview employees whose questionnaire responses need further clarification. For occupational panels, they generally select representatives who have been in the job more than one year and have good knowledge of the duties and level of responsibility required. 
Will my supervisor(s) see my questionnaire? What if they disagree with my responses?

The Position Description Questionnaire (PDQ) will be reviewed by your immediate supervisor, next level supervisor, and your Cabinet member. They will be asked to comment on anything with which they disagree, and in some cases, the supervisor will point out skills and responsibilities that an employee may have missed.  The supervisor may comment but cannot change any of your answers. You then have a chance to review and respond to these comments. The purpose of this process is not to determine who is “right” or “wrong,” but to clarify any discrepancies in order to better define your job responsibilities and requirements, including opportunities for growth. The questionnaire review process also helps to ensure the information FLA receives is complete. 
What if I don’t want to participate in the study? Will that affect my job?

If you decide not to participate in the study and do not fill out a questionnaire, you will be included in the classification assigned to other employees with job responsibilities similar to yours. If you are the only person in the classification and you decline to participate, your job will not be included in the study, and your position will be left out of any recommendations.  

If your supervisor directs you to complete the PDQ and you do not comply, disciplinary actions may be initiated for insubordination.

How do you determine new job titles, and how are the new titles assigned?

It’s a three-step process. First, the Consultant designs a new classification structure based on the type and level of work to be accomplished by the organization. Next, they recommend job titles for each classification that describe the type and level of work, and that are consistent across the organization. Finally, they recommend a job classification and title for each employee based on the information provided by the employees in their PDQs. After FLA has made their recommendations, it is up to the governing board to make the final decisions.

My new job description does not describe what I do, so how can I be allocated to that class?

Even though your job classification description may be broader and less detailed than your old position description, your title should be consistent with the type and level of the duties that you perform.   Job class descriptions do not itemize every duty that you might be expected to perform, since the description covers a broad group of people. Instead, job class descriptions are written to reflect the type and level of work by listing representative duties. 
I am performing more work now than when I started working here.  How will that affect my classification?  
It is important to realize that quantity of work is not a factor in the job classification process, which analyzes only the type and level of work to be performed. Sometimes the amount of work you are expected to do will fluctuate as organizational workloads change. That is a staffing issue that the study is not designed to address.

What if it is anticipated that part of my job functions will be changing in the very near future, how should I complete the PDQ?

Please complete the PDQ on your current job duties.  It is very difficult to assess duties that are not yet being performed.  In many cases what you think you will be doing turns out to be different than you had anticipated. You may, however, add a comment describing what changes you anticipate.

Will the questionnaire take the place of my performance review?

No. The PDQ is not the same as a performance review. The PDQ asks for details about what you do in your job but does not address how well you do it.
How long will the study take?

We expect Fox Lawson & Associates (FLA) to take approximately six months to complete the multi-step process before they provide their findings to the College.  This assumes that the  PDQs are completed and returned to Human Resources on schedule by November 23, and that there are no decision points by either the College or Fox Lawson that take longer than planned.  A final report and recommendations to the Board of Trustees will take additional time. 

Who has final authority for implementing the Consultant’s recommendations?

Ultimately, it is up to the Board of Trustees to either accept or reject the recommendations of Fox Lawson & Associates. Given the depth and scope of the survey and the reputation of the Fox Lawson firm as both experienced and fair, clients generally do accept the recommendation of Fox Lawson.

Will my salary be cut?

We do not anticipate that any incumbent will be reduced in salary, even if the incumbent’s position is classified differently.  

How does the appeals process work?

There will be an appeals process set up toward the end of the study.  More detail will follow at that time.

