\State of California

MEMORANDTUM

TO:

FROM:

SUBJECT:

CONTACT:

) DATE: May 8, 1998
PERSONNEL MANAGEMENT LIAISONS REFERENCE CODE: 98-018

THIS MEMORANDUM SHOULD BE‘DISTRIBUTED TO:
Persconnel Qfficers

7
Department of Perscnnel Administratioen
Classification and Compensation Division

Classification and Pay Guide, Revision #3

Joe Broderick, Assistant Program Manager
(816) 324-9397, CALNET 454-9397

FAX: (916) 327~1886 .

OFFICE VISION: DPA{(JABRODER)

INTERNET: JABRODERADPA.CA.GOV

This revision contains procedural changes necessitated by the
implementation of a new Career Executive Assignment (CER) data
system that will provide comprehensive position-specific
information for every filled and vacant CEA position in the State.
The information will be available for use by all State
departments. It will include name and salary of incumbent; level
of the position and the incumbent; criterion that supports the CEA
category; main functions, subordinate staff, and organizational
level of the position; position number; level and title of the
supervisor; salary cap for the department; bargaining unit to
which most closely related:; department and division in which
position is located; and status of the position.

It is essential to follow the procedures in this revision to
ensure the accuracy of the data system. It is particularly
important that the position number process be followed since that
will be the tie to various data sources.

Please duplicate and distribute the changes to all holders of the
Classification and Pay Guide in your department. The revision
record in Section 3 should be completed after insertion of the
changes.
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FILING INSTRUCTIONS:

REMCVE INSERT
Section 0 Section 0
Pages 0.1 - 0.3 Pages 0.1 - 0.3
Section 5 Section 5
Pages 5.1 - 5.8 Pages 5.1 - 5.8
Section 410 Section 410
Pages 410.1 - 410.2 Pages 410.1 - 410.3
Section 430 Section 430
Pages 430.1 - 430.2 Pages 430.1 - 430.2
Section 450
Pages 450.1 - 450.2

If you have any questions regarding information in this revision,
please contact your Classification and Compensation Division analyst.

Ny

Mike Vargas
Program Manager

Attachmentsl
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Department of Personnel Administration
Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND ' _
INTRODUCTION TABLE OF CONTENTS 0

00-99. CONTENTS AND INTRODUCTION

0 Table of Contents

1 Purpose of Guide

2 Maintenance of the Guide

3 Revision Record

4 Using the Guide

5 Alphabetical Index
100 - 199. CLASSIFICATION
100. Board Items
115.  Class Data Sheet/Pay Letter
120. Probétiona.ry Periods
125.  New Programs Consultant
130.  Duration Classes
135, Safety Retirement (Non-Peace Officer Classes)
140.  Safety Retirement (Peace Officer Classes)
145. DPA Form 137
150.  CCD Working Relationship With DOF
155. CBID Designations
160.  Union Notification
170.  Class Specification
171.  Series Specification
180.  Allocation Guides (Development of)
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES .

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND .
INTRODUCTION TABLE OF CONTENTS 0 ‘

200 - 299. PAY

200. Salary Analysis for Board Items

220. Altenate Ranges

230. Pay Differentials

240. MSA/SISA (Merit Salary Adjustment/Special In-Grade Salary Adjustment)
250. HAM (Hiring Above Minimum) '

260. Red Circle Rates

275. WWG (Work Week Group)

290. SSA (Special Salary Adjustments)

295. SRC (Salary Relationship Charts)

300 - 399. POSITION ALLOCATION

300. MCR (Modified Classification Review)

320. Classification and/or Certification Action Request (Form 625) .
330. Compelling Management Need

335. Reporting Relationships for Supervisor/Specialist Classes

340. Special Consultants

350. Audits - MCR

355. Audits - Individual Position

360. Correcting Misallocated Positions

375. OQut-of-Class Assignments
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER

CONTENTS AND

INTRODUCTION TABLE OF CONTENTS -0
400 - 499. CEA CIVIL SERVICE
400. CEA Category Criteria
405. CEA Levels Criteria (Including Definitions)
410. New CEA Positions
420. Classesin Lieu of CEA
430. CEA Appointments
440. CEA Red Circle Rates
450. Reporting Requiréments for CEAs
660 - 699. EXEMPT APPOINTMENTS
600. Positions Exempt From Civil Service
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Department of Personnel Administration
Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND ‘ : '
INTRODUCTION ALPHABETICAIL INDEX 5

Subiect Section Number
ALLOCATION GUIDES (DEVELOPMENT OF) 180
Allocation Factors 180
Allocation Guides in Class Specifications 180
Definition 180
Format 180
Purpose 180
ALTERNATE RANGES 220
Alternate Range Criteria 230
Deep Class Criteria 220
In Board Items 220
In Class Specification 220
Pay Differentials 230
Salary Movement Between Alternate Ranges for Deep Classes 220
AUDITS, INDIVIDUAL POSITIONS 355
AUDITS, MCR 350
Board Calendars 100
Blanketing in Employees From Other Jurisdictions 100, 260
Board Items for CEA Classes 410
BOARD ITEMS (FOR CIVIL SERVICE CLASSES) 100
CCD Procedures 100
Checklist for Classification Proposals 100
Class Data Sheet 100
Classification Proposal Request Form 100
Classification Transmittal Form 100
Concept Paper 100
Consent Calendar 100
Deep Class 100
Due Dates 100
Employees Status Considerations 100
Format 100
Overview of Process 100
Pulled From SPB Calendar by Union 100
Quality Work Products Qutline 100
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCED;U'RES

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND
INTRODUCTION ALPHABETICAL INDEX 5 .
Subject Section Number
Recommendations and Resolutions 100
Salary Analysis 100, 200
Salary Movement Instructions 100
Selection and Affirmative Action Con51deratxons 100
Splitting “U’ Designated Classes 100
Staff Calendar 100
User Instruction 100
CAREER EXECUTIVE ASSIGNMENT (CEA)
Appointments 430
Category Criteria 400
Classes in Lieu of CEA 420
Data Base Input Form 410
Definition of Terms 405
Establishing New Positions 410
Level Changes, Backdating 320, 430
Levels Criteria 405
Red Circle Rates 440
Reporting Requirements for CEAs 450
Types of Positions 405 .
CCD WORKING RELATIONSHIP WITH DEPARTMENT OF
FINANCE 150
CERTIFICATION OF CONFORMANCE WITH APPROVED
PROGRAM FORM 137 145
Classification and Pay Actions 145
Check List for Classification Proposals 100
Check List for Salary Analysis 200
CLASS DATA SHEET/PAY LETTER 115
Check List for Clearance of Class Data Sheet 115
Documentation/Salary Movement Instructions 115
Section I of Pay Letter 115
Section II of Pay Letter 115
Class Data Sheet 100, 115
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Department of Personnel Administration
Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

s MAJOR AREA SUBJECT SECTION NUMBER
C ) CONTENTS AND
INTRODUCTION ALPHABETICAL INDEX .5
Subject Section Number
Classification Proposal Request Form ‘ | 100
Class Transmittal Form : 100
CLASSIFICATION AND/OR CERT ACTION REQUEST (FORM 625) 320
Allocation Guides - Attachment 1 : 320
Backdated CEA Level Changes } 320
Backdated Promotions : 320
Changes in Employee Benefits Due to Reallocation Actions 320
Compelling Management Need Assignment » 320
Effective Date/Backdating 320
Emergency Appointments . 320
New Program Consultant 320
Required Form 625 Package 320
Retired Annuitants ' 320
Servicewide Classes 320
Special Consultant Appointment - 320
‘ . Training and Development Assignments 320
Volunteers 320
CLASS SPEC GUIDE 170
COLLECTIVE BARGAINING IDENTIFIER CODES (CBID) 155
Change of CBID Designation 155
Confidential ' 155
Excluded Designations 155
Managerial and Supervisory Benefits 155
Managerial Designation Criteria 155
Managerial Designation Process and File 155
Managerial or Supervisory Determination 155
Rank and File 155
Compelling Management Need 300, 330
Consent Calendar (SPB) | 100
Converting Position From Civil Service to Exempt 600
CORRECTING MISALLOCATIONS 360

Corrective Action Plans 360

@  Ooptions | 360
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND .
INTRODUCTION ALPHABETICAL INDEX 5. '

Subiect Section Number
Policy 360
Red Circle Rates 360
SROA 360

Deep Class - 100, 220

Desk Audit 355

Drug Testing (Procedures for Identifying Classes) 100

DURATION CLASSES ‘ 130
Abolishment 130
Board Items 130
Characteristics 130
New Programs Consultant 130
Specification Content 130
Termination Dates 130
Type of Appointment 130

Emergency Appointments 320 ..

Employee Status Considerations 100 .

EXEMPT POSITIONS 600

Fair Labor Standards Act (FLSA) 275

Form 137, Certification of Funds 145

Form 625, Request for Certification 320

Form PMS 232, Qut-of-Class Justification 375

Grievances (for Qut-of-Class Work) 375

HIRING-ABOVE-MINIMUM (HAM) 250
Current State Employees 250
Documentation 250
Extraordinary HAM Delegations 250
Extraordinary Qualifications 250
Former Legislative/Exempt Employees 250
Recruitment Difficulty 250

155

Managenal Designation Criteria
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Department of Personnel Administration
Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

- MAJOR AREA SUBJECT SECTION NUMBER
. CONTENTS AND .
INTRODUCTION ALPHABETICAL INDEX 5
Subject | Section Number
MERIT SALARY ADJUSTMENT (MSA) AND SPECIAL IN-GRADE
SALARY ADJUSTMENT (SISA) | 240
MODIFIED CLASSIFICATION REVIEW (MCR) 300
Compelling Management Need ‘ 300
Exempt Positions ‘ 300
Retired Annuitants : 300
Training and Development Assignments ' 300
MODIFIED CLASSIFICATION REVIEW AUDITS 350
New Class Salary Analysis 200
New Exempt Class Salary Analysis | | 600
NEW PROGRAMS CONSULTANT 125
Benefits 125
Classification Considerations 125
. Duration Classes _ 130
‘ Form 625 320
Procedures 125
Salary Considerations ' 125
Standards and Guidelines 125
QUT-OF-CLASS ASSIGNMENTS 375
Alternatives 375
Extensions (120 day) 375
Form PMS 232 375
Grievance vs. Claims 375
Nonrepresented Employees 375
Payment 375
Pre-Approvals by DPA 375
Represented Employees 375
Standards for Review - 375
Overtime Compensation 275
PAY DIFFERENTIALS 230
Alternate Range Criteria : 230
. Establishment or Revision : 230
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND - :
INTRODUCTION ALPHABETICAL INDEX 5

' _ z
Subject ‘ -Section Number .
Pay Program Review 230
Salary Rules 230
Pay Letter 115
Peace Ofﬁcc; Retirement 135, 140
Position Audits 355
PROBATIONARY PERIODS 120
Establishing or Changing 120
Standards for 12-Month 120
Standards for Six-Month 120
Project Duration Classes 130
Recommendations and Resolutions in Board Items 100
RED CIRCLE RATES 260
Blanketing Employees From Other Public Jurisdictions 260
CEA _ 440
Correcting Misallocations 360
Definitions 260
Determining the Amount and Duration 260
Standards for Approving 260
When not Appropriate 260
Request for Certification 320, 430
Retired Annuitants 300, 320
SAFETY RETIREMENT (NON-PEACE OFFICER CLASSES) 135
SAFETY RETIREMENT (PEACE OFFICER CLASSES) 140
SALARY ANALYSIS FOR BOARD ITEMS 200
Hourly and Daily Rates (Excluding Trade Rates) 200
Salary Analysis Check List 200
Salary Analysis for New Classes 200
Salary Analysis for Revised Classes 200
Salary for Managerial Classes 200
Salary Analysis for Exempt Classes 600
PAGE: 5.6

ORIGINAL ISSUE DATE: May 1991
REVISED: May 1998




Department of Personnel Administration
Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

SECTION NUMBER

MAJOR AREA SUBJECT
CONTENTS AND
INTRODUCTION ALPHABETICAL INDEX 5
Subject Section Number
Salary Movement Between Alternate Ranges for Deep Classes 220
Salary Movement Instructions 100, 115
SALARY RELATIONSHIP CHARTS 295
Updating the SRCs 295
Schematic Code Assignment 115
Selection and Affirmative Action Considerations 100
Sensitive Positions (for Drug Testing) 170
SERIES SPEC GUIDE 171
SPECIAL CONSULTANT 340
Approval Process 340
Form 625 320
Pending Exempt Appointment 340
Salary Considerations 34D
Standards and Guidelines 340
Special In-Grade Salary Adjustment (SISA) 240
SPECIAL SALARY ADJUSTMENTS 290
Annual Review Process 290
CCD Timetable 290
Compensation Analysis Form 290
Definitions 290
Department Responsibilities 290
Impact Analysis 290
Preliminary Cost Estimates 290
Salary History Index 290
SSA Analysis 290
SPECIFICATIONS 170, 171
Staff Services Manager Database 320
Staff Calendar (SPB) 100
Status Considerations in Classification Changes 100
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MAJOR AREA SUBJECT SECTION NUMBER
CONTENTS AND
INTRODUCTION ALPHABETICAL INDEX 5
Subject Section Number
Training and Development Assignments 300, 320
UNION NOTIFICATION 160
Notice of Classification Change 160
Preliminary Notice 160
Responsible Party 160
When not Required 160
When Required 160
User Instructions - Board Item Library 100
User Instructions - Staff Services Manager Series 320
Various Projects/Specialisties 130
Volunteers 320
WORK WEEK GROUP 275
Fair Labor Standards Act (FLSA) 275
Overtime Compensation 275
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Classification and Compensation Division

GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA

SUBJECT

SECTION NUMBER

NEW CEA POSITIONS

410

| . CEA

410. ESTABLISHING NEW CAREER EXECUTIVE ASSIGNMENT
(CEA) POSITIONS

This Section of the C&P Guide describes the procedures for éétablishing anew CEA
position which has been delegated to all departments.

1. Establishment of a CEA Position

When a department wishes to establish a new CEA position, a key position
description, duty statement, and organization chart are sent to the State Personnel
Board (SPB) attached to a memorandum requesting that the position be
established. The memorandum should provide background information regarding
why the position is being requested. A copy should be sent to the Department of
Personnel Administration (DPA) with the additional information specified below.

1.1 SPB Package

1.

L 2
3.
4.

Memo to the SPB analyst requesting that the position be established

and stressing the policy role of the position.

Key position description.
Duty statement.
Organization chart.

(Salary information should not be included in this material and
organization charts submitted to SPB should not identify CEA levels.)

1.2  DPA Package

el

SPB package above.

CEA Salary Cap form.
CEA Data Base Input form.
Form 137.

The CEA Data Base Input form will identify the CEA criteria used. The
Salary Cap form will include the new position along with all other CEA
positions.

ORIGINAL ISSUE DATE: May 1991
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MAJOR AREA SUBJECT SECTION NUMBER
CEA NEW CEA POSITIONS 410
2. Processing the CEA Request . . | .

- ten percent.

2.1 Send the SPB package to the SPB analyst for review and the DPA package
to the DPA analyst. After review, the SPB analyst will forward the
request to the SPB Division Chief, then to the Executive Officer for
approval. You will be notified if it is approved and the effective date.

2.2 The DPA analyst will review the DPA package. The CEA Route Sheet

will be placed on top and the package will then be forwarded to the
Classification and Compensation Division (CCD) Board Item Coordinator
where it will be held until the position is approved and the SPB package is
forwarded with their approval. The Coordinator wiil prepare the Pay
Letter, then combine the packages and send them to the CCD file room
where a file containing the information will be established for the position.
The CEA position data base will be updated at that time.

CEA Salarv Actions

An individual salary action for a CEA incumbent within the approved salary cap
does not have to be reported to DPA unless increases in a fiscal year exceed

Establishment of a Salary Cap

A salary cap is established by adding the number of positions at each level and
multiplying the total by the top salary rate of the level and then adding the totals
for each level. Positions allocated to Special CEA classes are included by adding
the top step of each position. Use Attachment 4 of this Section to establish the
salary cap. Temporary costs such as paying off leave credits of a retiree do not
count against the cap.

Once established and approved by DPA, a department’s CEA salary cap ca!nnot be
changed without justification. There are several circumstances where it might be
appropriate to raise the cap.

1. A new CEA is created - the new salary cap form is submitted as part of the
DPA package when the new position is requested. '

2. A reorganization that results in substantial duty changes and impacts the
criteria level of an existing CEA.

3. A pay program may result in our increasing the caps.

ORIGINAL ISSUE DATE: May 1991
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT

SECTION NUMBER

410

CEA NEW CEA POSITIONS

Number 2 above requires that the department send a memo to DPA notifying us
of the reasons (e.g., change in program or organization) for an adjustment.
Updated key position descriptions, duty statements, and organization charts
should be attached. In addition, Form 137, certifying additional funds will not be
required to fund the increase, should also be submitted.

If a pay program occurs, DPA may authorize an increase in all caps. Departments
will be notified as a part of the salary program for that year and the procedures to
be foilowed.

If a CEA position is abolished or converted to an exempt or regular civil service
class, the CEA salary cap shall be reduced.

Samples of Forms
The following pages have samples of the following forms:

Key position description, duty statement, CEA Database Input form, CEA Salary
Cap Worksheet and Report, and CEA Route Sheet.
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Department of Personne] Administration
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GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT SECTION NUMBER

CEA CEA APPOINTMENTS 430

430. CAREER EXECUTIVE ASSIGNMENT (CEA) APPOINTMENTS

The Department of Personnél Administration (DPA) no Longer Requires

1.
Form 625 as CEA Appointments are Delegated to all Departments
1.1 Initial Appeintment to a new Position
Since'a key position description, duty Mtemeﬁt, organization chart, Salary
Cap form, CEA Data Base form, and Form 137 have been submitted as a
part of the package establishing the position, no additional documentation
is required. A department should designate the flat salary rate that the
position is worth and the person appointed at that rate. The State
Personne! Board (SPB) determines when an examination is required.
1.2 Subsequent Appointments
If no changes have occurred, no notification of DPA or SPB is necessary,
If significant changes have occurred, such as a change in the primary
function, a new organization chart, key position description, and duty
statemnent should be sent to SPB. SPB determines when an examination is
required.
~ Refer to Section 450 to determine when changes are to be reported to
DPA.
2. Appointment Documentation
The Tenure box on the Personnel Action Request is always marked “C” (for
CEA) when appointing to a CEA position unless the individual is a retired
annuitant, in which case the Tenure box must be marked “R"” (for retired
annuitant). If a candidate without civil service eligibility is appointed, the Tenure
must be shown as “P” for (permanent). Refer to Personnel Actions Manual for
further information on documenting a CEA appointment.
3. Effective Dates
£
3.1  If a CEA retires but remains on vacation prior to the effective date of _
retirement, a refill may be made. However, an overlap is not allowed 1.f
both individuals are actively employed. If an emergency appointment is
considered, it must be negotiated with SPB.
ORIGINAL ISSUE DATE: May 1991 PAGE: 430.1
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MAJOR AREA SUBJECT SECTION NUMBER
CEA CEA APPOINTMENTS 430
3.2  Salary cap change requests must be submitted to DPA prior to the

effective date. The effective date may be backdated to the date the request
was received by DPA, providing the department includes in their request a
statement that the incumbent was performing the higher level duties at that

time.

Backdating prior to the date of the department’s request may be approved
for up to 60 working days if the department can clearly demonstrate that
the incumbent was performing the higher level duties on the date
requested. An example might be an organizational change which elevated
the CEA position to a higher level of responsibility. Backdates will not be
approved if the duties had changed gradually over time and there was no-
point or event that could clearly be identified as changing the level.

Backdates prior to the date the department submits the request requires the
Classification and Compensation Division Section Manager approval, and
in no instances will go beyond the 60-day limit.

4. Salary movements are based on performance. An incumbent may receive salary
increases within a year that total no more than ten percent without DPA approval.

It is not necessary to grant any salary increase to CEAs.
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MAJOR AREA SUBJECT SECTION NUMBER
REPORTING
CLASSIFICATION REQUIREMENTS FOR CEA 450
450. REPORTING REQUIREMENTS FOR CAREER EXECUTIVE
ASSIGNMENTS (CEA)
1. CEA Data System

The Department of Personnel Administration (DPA) has developed a CEA
data system that tracks every filled and vacant CEA position in the State. This
data system is available for use not only by DPA but by any department
interested in making comparisons of their positions to others in State service.
It is essential; therefore, that the information in the data system is accurate and
maintained in an up-to-date condition. The system contains information that
includes the name and salary of the incumbent; level of the position and
incumbent (if different); criterion that supports the position as a CEA; main
functions, subordinate staff, and organizational level of the position; position
number; level and title of the position's supervisor; salary cap for the
department; bargaining unit to which most closely related; department and
division in which the position is located; and status (active, inactive) of the
position.

Position Numbers

2.1 Importance

The information for each position cothes from both the State
Controller's Office and the State department where the position is
found; therefore, it is necessary that.there be at least one piece of
information common to both sources. The position number is the one
piece of information that makes the connection between both sources;
therefore, it is essential that a distinct position number be assigned to
each CEA position and that DPA be made aware of any change.

2.2  Employee Retiring and Running Out Leave Credits

A CEA who is retiring from a CEA position and running out leave
credits may be treated in one of two ways in relation to the position
number. The preferred method is to place the retiring employee in
the "Blanket," retain the original number of the position from which
the employee is retiring, and refill the position with the same number.
If a department does not use the "Blanket," the retiring employee could
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REVISED: May 1998




GUIDE TO CLASSIFICATION AND PAY POLICIES AND PROCEDURES

MAJOR AREA SUBJECT — SECTION NUMBER
"REPORTING _
CLASSIFICATION REQUIREMENTS FOR CEA 450

be assigned a new position number while running out leave credits and
the original position number would, as in the preferred method
described above, remain with the actual CEA position.

These same options should be used in the event of an overlap of
employees in a CEA position while the old incumbent orients the new
appointee. In other words, the old incumbent should be placed in the
"Blanket” or assigned a new position number.

3. Renorting Requirements

3.1

3.2

3.3

After a CEA position is initially approved, it is necessary to provide
DPA with a key position description, duty statement, organization
chart, and 2 CEA position Data Base Form (Attachment 3 to Section
Number 410) when any of the following changes occur:

Functions and/or duties

Position level, if based on new duties
Movement to a lower organizational level
Movement to a different organizational unit

After a CEA position is initially approved, it is necessary to provide
DPA with a CEA Position Data Base Form whenever the position
number changes or the status of the position changes (active, inactive,
abolished, or converted to exempt or civil service).

Every December 1 and June 1, departments will be asked to verify the
information contained in the CEA data system by reviewing a printout
to be provided by DPA.
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