MEMORANDUM

TO:

All Administrative and Support Staff Employees
FROM:

Dr. Peter F. Burnham, President

RE:

Classification Study Kick Off
DATE:

September 10, 2009

The beginning of the Fall semester always marks the start of new ventures for Brookdale and this year is no exception!  In addition to record student enrollment, new programs, and construction on 4 major building projects, to name a few, we will be entering collective bargaining and we will also be starting a comprehensive Classification Study for all administrative and support staff positions.  The Classification Study is an important project that will result in a revised and improved system for placement for positions within the organization.
The last time a comprehensive study of this kind was completed was in 1996.  Over the intervening years, Brookdale Community College has grown enormously in both size and work procedures and practices.  While student centeredness and student success remain at the heart of our mission, our organizational structure and the processes we use to conduct business have changed in many ways.  The Classification Study will examine the method and criteria used to determine functional job placement and will provide recommendations for change, as appropriate.
We have contracted with Fox Lawson & Associates of St. Paul, Minnesota to conduct the Study.  Fox Lawson is a well respected human resource development consulting firm with significant expertise in job classification analysis.  Fox Lawson & Associates LLC was formed in January 1995 when Ernst & Young LLP sold their public sector compensation and human resources consulting practice to James C. Fox and Bruce G. Lawson.  The partners of the firm were responsible for all engagements of Ernst & Young's Public Sector Compensation & Human Resource Consulting for more than thirteen years prior to forming Fox Lawson & Associates LLC.  Together they have served over 500 public sector clients and have worked with numerous colleges and universities.
The Study will proceed objectively with the best advice of our consultants; however, we also want the process and approach to be understood by the employees and campus community.  Brookdale has contracted with this firm because we have confidence in their ability to respond to our needs to analyze the issues and give the Board of Trustees advice on a classification system that provides the flexibility to conduct business in an environment where change is inevitable.  And, since campus communications will be critical during this process, we have assembled an employee Classification Committee that will assist the consultant and the Human Resources Office with getting to the heart of issues and to create an open, transparent examination of the classification process.  The desired result is the creation of a classification system that all employees can understand and work within.

In addition to the Classification Committee, employees will have numerous opportunities for communication with Fox Lawson consultants, including attendance at one of the meetings noted below, representative participation on Occupational Panels, and discussions with Fox Lawson consultants where further clarification may be needed during the job evaluation phase of the process.  
To initiate this process, James Fox will be on-site on Wednesday and Thursday, October 7th and 8th.  Jim will meet with Cabinet in the early morning on the 7th and with the Committee in late morning.  In addition, there will be four (4) Open Employee Meetings on October 7th and 8th.  The schedule is as follows:

October 7 – Meeting Schedule:


Cabinet 


  9:00 -10:30

President’s Conference Room


Classification Committee
 11:00 - 1:00

Ft. Hancock Rm (SLC 208)


Open Employee Meeting*
  2:00 – 3:00

Navesink II & III (SLC 217-218)


Open Employee Meeting
  4:00 – 5:00

Navesink II & III (SLC 217-218)

October 8 – Meeting Schedule:

Open Employee Meeting
  9:00 – 10:00

Navesink II & III (SLC 217-218)

Open Employee Meeting*
 11:00 – 12:00n
Navesink II & III (SLC 217-218)

*ITV broadcast of the meetings will be available to employees in the HECs and Branch Campus
We hope all administrative and support staff employees will plan to attend one of the Open Employee Meetings.  Supervisors should work out schedules for administrative and staff direct reports to spread attendance over the 4 meeting times.  
A few days prior to these meetings, you will receive a Position Description Questionnaire (PDQ).  All employees whose positions are included in this study will be expected to complete the PDQ regarding your job duties and responsibilities.  Jim Fox will provide more information about this project and instruction on how to complete the PDQ on October 7th and 8th.  You should print and bring the PDQ form with you to the meeting.
Additional information and/or status reports will be provided to you as we move through the various phases of the Classification Study.

I look forward to your participation in the process on October 7th or 8th.
