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I. POLICY SUMMARY
The policy and procedures describe how a position is classified and the availability of a 
classification review. 

Responsible Officer: Vice President – Systemwide Human Resources 

Responsible Office: SHR – Systemwide Human Resources 

Issuance Date: 3/5/2019 

Effective Date: 3/5/2019 

Last Review Date: 2/1/2019 

Scope: Professional & Support Staff, Managers & Senior 
Professionals, and Senior Management Group Members 

mailto:abigail.norris@ucop.edu
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II. DEFINITIONS 
Detailed information about common terms used within Personnel Policies for Staff 
Members can be found in Personnel Policies for Staff Members 2 (Definition of Terms). 

III. POLICY TEXT 
A. Policy 

Positions are established and classified based on the level and scope of assigned 
duties and responsibilities as documented in approved job descriptions. Positions 
with similar duties and responsibilities are grouped together in the same job series. 
As duties and responsibilities undergo significant changes, positions may be 
reviewed for reclassification. Local procedures provide further guidance regarding 
use of classifications and titles. 

B. Classification Review 
In addition to requests for classification review by departments, and in accordance 
with local procedures, employees may request that their assigned duties and 
responsibilities be reviewed for appropriate classification level. 

IV. COMPLIANCE/RESPONSIBILITIES 
A. Implementation of the Policy 

The Vice President–Systemwide Human Resources is the Responsible Officer for 
this policy and has the authority to implement the policy. The Responsible Officer 
may apply appropriate interpretations to clarify the policy provided that the 
interpretations do not result in substantive changes to the underlying policy. The 
Chancellor is authorized to establish and is responsible for local procedures 
necessary to implement the policy. 

B. Revisions to the Policy 
The President is the Policy Approver and has the authority to approve policy 
revisions upon recommendation by the Vice President–Systemwide Human 
Resources. 
The Vice President–Systemwide Human Resources has the authority to initiate 
revisions to the policy, consistent with approval authorities and applicable Bylaws 
and Standing Orders of the Regents. 
The Executive Vice President–Chief Operating Officer has the authority to ensure 
that policies are regularly reviewed, updated, and consistent with other governance 
policies. 

C.  Approval of Actions 
Actions within this policy must be approved in accordance with local procedures. 
Chancellors and the Vice President–Systemwide Human Resources are authorized 

https://policy.ucop.edu/doc/4010389/
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to determine responsibilities and authorities at secondary administrative levels in 
order to establish local procedures necessary to implement this policy. 
All actions applicable to PPSM-covered staff employees who are not Senior 
Management Group members that exceed this policy, or that are not expressly 
provided for under any policy, must be approved by the Vice President–Systemwide 
Human Resources. 

D. Compliance with the Policy 
The following roles are designated at each location to implement compliance 
monitoring responsibility for this policy: 
The Top Business Officer and/or the Executive Officer at each location will designate 
the local management office to be responsible for the ongoing reporting of policy 
compliance. 
The Executive Officer is accountable for monitoring and enforcing compliance 
mechanisms and ensuring that monitoring procedures and reporting capabilities are 
established. 
The Vice President–Systemwide Human Resources is accountable for reviewing the 
administration of this policy. The Director–Systemwide Human Resources 
Compliance may periodically monitor compliance to this policy. 

E. Noncompliance with the Policy 
Noncompliance with the policy is handled in accordance with the Regents’ 
Guidelines for Corrective Actions Related to Compensation Practices and Guidelines 
for Resolution of Compensation and Personnel Issues Resulting from the Findings of 
Audits and Management Reviews, and Personnel Policies for Staff Members 62, 63 
and 64 pertaining to disciplinary and separation matters. 

V. PROCEDURES 
Local Procedures shall be implemented in accordance with the following Universitywide 
Procedures. 
A. Overview 

Positions are established and classified based on the level and scope of assigned 
duties and responsibilities. The classification process is designed to ensure that 
positions are appropriately classified and that the required skill level and assigned 
responsibilities of the position are accurately reflected in the position descriptions. 
Positions with similar duties and responsibilities are grouped together in the same 
job series. When duties and responsibilities undergo significant changes, positions 
may be reviewed for reclassification. Local procedures provide further guidance 
regarding use of classifications and titles. 

B. Classification Review 
Departments may submit a request for classification review for employees whose 
duties and responsibilities have undergone significant changes. Employees also 

http://regents.universityofcalifornia.edu/regmeet/nov06/1cattach1.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://policy.ucop.edu/doc/4010411/PPSM-62
http://policy.ucop.edu/doc/4010412/PPSM-63
http://policy.ucop.edu/doc/4010413/PPSM-64
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may request that their assigned duties and responsibilities be reviewed for 
appropriate classification level, in accordance with local procedures. 
Changes in the following factors may indicate a need for a classification review: 

• Position duties 

• Essential functions 

• Level of complexity and responsibility of duties 

• Nature of contacts with others 

• Organizational impact of the position 

• Level of supervision received and/or exercised 

• Knowledge, skills, and abilities required to successfully perform in the position 

• Special requirements (e.g. changes in required licenses, certificates, or 
credentials) 

Local procedures specify the documentation and approvals necessary for 
submission of a request for classification review. 
These materials are forwarded to the department that conducts classification 
reviews (e.g. Compensation Services, Compensation Unit, Compensation and 
Classification) and are processed and reviewed in accordance with local procedures. 
The department and the employee are notified of the outcome. 
In accordance with PPSM 70.A (Complaint Resolution-General) a request for review 
of a decision on the classification of a position is not covered by the Complaint 
Resolution Policy. Local procedures may specify a process for reviewing 
classification decisions. 
The Responsible Officer may develop additional procedures or other supplementary 
information to support the implementation of this policy. Such supporting 
documentation does not require the approval of the President. 

VI. RELATED INFORMATION 
• Guidelines for Corrective Actions Related to Compensation Practices (referenced 

in Section IV.E. of this policy) 
• Guidelines for Resolution of Compensation and Personnel Issues Resulting from 

the Findings of Audits and Management Reviews (referenced in Section IV.E. of 
this policy) 

• Personnel Policies for Staff Members 62, 63 and 64 (referenced in Section IV.E. of 
this policy) 

• Personnel Policies for Staff Members 70 (Complaint Resolution) (referenced in 
Section V.B. of this policy) 

https://policy.ucop.edu/doc/4010417/PPSM-70
http://regents.universityofcalifornia.edu/regmeet/nov06/1cattach1.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://regents.universityofcalifornia.edu/regmeet/sept06/6cattach2.pdf
http://policy.ucop.edu/doc/4010411/PPSM-62
http://policy.ucop.edu/doc/4010412/PPSM-63
http://policy.ucop.edu/doc/4010413/PPSM-64
http://policy.ucop.edu/doc/4010417
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VII. FREQUENTLY ASKED QUESTIONS 
Not applicable. 

VIII. REVISION HISTORY 
March 5, 2019: Updated web links and office titles and made typographical 
amendments. 
December 13, 2018: Policy changes: 

• Technical edits: changed contact information, removed references on rescinded 
PPSM 61, 65 and 67. 

• Remediated to meet Web Content Accessibility Guidelines (WCAG) 2.0. 
July 1, 2012: Reformatted into the standard University of California policy template. 
December 1, 2005: As a result of the issuance of this policy, the following documents 
are rescinded as of the effective date of this policy and are no longer applicable: 

• Staff Personnel Policy 300 (Classification of Positions), dated January 1, 1980 


	PPSM-36: Classification of Positions
	Table of Contents
	I. Policy Summary
	II. Definitions
	III. Policy Text
	A. Policy
	B. Classification Review

	IV. Compliance/Responsibilities
	A. Implementation of the Policy
	B. Revisions to the Policy
	C.  Approval of Actions
	D. Compliance with the Policy
	E. Noncompliance with the Policy

	V. Procedures
	A. Overview
	B. Classification Review

	VI. Related Information
	VII. Frequently Asked Questions
	VIII. Revision History


