DIRECTIONS FOR THE CLASSIFICATION APPEAL REQUEST FORM

CLASSIFICATION APPEAL REQUEST FORM


This form is to be utilized by incumbents who are formally appealing a Classification Study that has been adopted by the Civil Service Commission. It should be submitted to and received by the Secretary of the Commission no later than 5 p.m. on the date of the next regularly scheduled Civil Service Commission meeting following the adoption of the study.

	Classification Study:      

	Incumbent Name:      
	Date:      

	Incumbent Work Phone #:     
	Department:      

	Current Class Title:      

	Recommended Class per Study:      


If this form is being used electronically, the spaces will expand as you type.  If this form is being used traditionally, additional sheets may be attached.

1. What tasks/duties do you currently perform that are not included in your current class specification?

     
2. In detail, explain why you feel the study did not properly classify your position

     
3. In what way, if any, does the recommended class specification for your position not properly describe the work you perform?

     
4. In your opinion, what should be the proper class for your position?

	     


	     
	     


Signature






Date

For HR use only:

	Date Appeal Heard:

     
	Appeal Outcome:

     



This form is to be utilized by incumbents who are formally appealing a Classification Study that has been adopted by the Civil Service Commission. It should be submitted to and received by the Secretary of the Commission no later than 5 p.m. on the date of the next regularly scheduled Civil Service Commission meeting following the adoption of the study. 

Fill out the box at the top of the form with the individual incumbent information.  (One incumbent per appeal form.)

Answer questions number 1-3 below in essay format.  If this form is being used electronically, the spaces will expand as you type.  If this form is being used traditionally, additional sheets may be attached. Describe in detail the following:

Question #1:  
List the tasks and duties you currently perform that are not in your current class specification.  (This means your current position and the duties you are performing.)

Question #2:  
Describe why you believe you are not properly classified.  (Explain the ways that your current class specification does not describe your job.)

Question #3: 
Review the classification that has been recommended for your position and explain how it does not describe your job.

Question #4:  
List the Civil Service title for the position.  If a current civil service class does not exist, describe what should be the proposed class and how it would fit into the current class structure.   

Please sign and date the form. The Secretary of the Commission (Human Resources Director) must receive this form at least 10 days prior to the Civil Service Commission meeting. This will place the individual’s appeal on the agenda for the next regularly scheduled meeting.
















REMINDER:  ANY SUPPLEMENTAL DOCUMENTS/INFORMATION TO BE PRESENTED FOR THE ACTUAL APPEAL MUST BE SUBMITTED TO HUMAN RESOURCES 10 DAYS PRIOR TO THE APPEAL HEARING.

REMINDER:  ANY SUPPLEMENTAL DOCUMENTS/INFORMATION TO BE PRESENTED FOR THE ACTUAL APPEAL MUST BE SUBMITTED TO HUMAN RESOURCES 10 DAYS PRIOR TO THE APPEAL HEARING.


