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I. ESTABLISHING THE FAMILY AND PHASE OF A NEW POSITION 

The following are the steps used to establish the appropriate job family and phase for a new position:

· Department/Unit develops a job profile for the new position (sample profiles and templates are available on the Human Resources Division (HRD) website);
· Department/Unit forwards job profile to Human Resources by following the established recruitment process (recruitment process information is available on the HRD website);
· Human Resources reviews the profile for placement into the appropriate job family and phase using the established criteria matrix;
· Human Resources notifies the department/unit of the position placement;
· Human Resources posts the position; and,
· The new position is reviewed within one year of the position being filled.  Please refer to Section II: PROCESS FOR REVIEW OF NEW POSITION WITHIN ONE YEAR for further information.
II. REVIEW OF POSITION JOB FAMILY AND/OR PHASE

Normally a review of job family and/or phase is initiated under the following circumstances: 

· In the event of a major reorganization. It is incumbent on management to reevaluate the current placement of positions in family and phase in the event of a major reorganization that result in significant changes to responsibilities of positions.

· At a member’s or manager’s request during the annual position review process* where either party has identified a significant change in the level of functioning of the position and/or change in job responsibility that would warrant movement to a new job family and/or phase (measured against the criteria matrix, available at the HRD website).  The member and manager will jointly complete an ASPA Annual Position Review form (form is available on the HRD website).
· After one year in a new position*. 

* A position can only be reviewed once per year, unless there is a reorganization that directly impacts the position.

PROCESS FOR A POSITION IMPACTED BY A MAJOR REORGANIZATION.

The following are the steps to review a position that has changed as an outcome of a formal reorganization:

· The employee and/or manager completes a Reorganization Form (form is available on the Human Resources Division (HRD) website) for each position affected by a reorganization and submits the completed form to HRD within a reasonable time of the reorganization occurring.
· The Joint Reorganization Committee (4 members – 2 from ASPA and 2 from Management) meet to review the submitted reorganization form along with the criteria matrix to determine the appropriate phase and family of the position.  Please note that committee members must identify positions that are a conflict of interest to them and will not participate in the review of such positions.
· If the Joint Reorganization Committee determines that the position is not appropriately placed, and if:

· The salary range of the current family and phase position placement is lower than the salary range of the new family and phase  position placement determined by the Committee:
· The position and salary will be adjusted to the appropriate family and phase effective the official date of reorganization.

· The salary range of the current family and phase position placement is 
higher than the salary range of the new family and/or phase position placement determined by the Committee:

· The position will be adjusted to the appropriate family and phase effective the official date of reorganization; and,
· The salary will be red-circled at its current level if the salary is above the maximum salary range of the appropriate family and phase, effective the official date of reorganization. The salary will remain unchanged until such time as the job grows to a higher phase or the maximum of the applicable salary range is equal to or greater than the base salary.
· HRD will communicate in writing the results of the position review to the manager and the employee in the position within a reasonable time of completing the review.
PROCESS FOR AN ANNUAL POSITION REVIEW 

The following are the steps to have the family and the phase of a position reviewed through the Annual Position Review process:

· The employee and/or manager complete an Annual Position Review form (form is available on the Human Resources website) to the Human Resources Division (HRD) by 4:30 p.m. on the last working day in September, with results being rendered by the end of November.  In order to assist us in rendering results by the end of November , you are encouraged to apply as soon as possible.  Please note that a position can only be reviewed once per year, unless there is a reorganization that directly impacts the position’s responsibilities.
· The Joint Review Committee (4 members – 2 from ASPA and 2 from Management) will review the submitted annual review forms along with the criteria matrix to determine the appropriate phase and family. Committee members must identify positions that are a conflict of interest to them and will not participate in the review of such positions.
· If the Joint Review Committee determines that the position is not appropriately placed, and if:
· The salary range of the current family and phase position placement is lower than the salary range of the new family and phase position placement determined by the Committee:
· The position and salary will be adjusted to the appropriate family and phase effective July 1st of the current year. 

· The salary range of the current family and phase position placement is higher than the salary range of the new family and/or phase position placement determined by the Committee:
· The position will be adjusted to the appropriate family and phase effective July 1st of the current year; and,
· The salary will be red-circled at its current level if the salary is above the maximum salary range for the appropriate family and phase, effective July 1st of the current year. The salary will remain unchanged until such time as the job grows to a higher phase or the maximum of the applicable salary range is equal to or greater than the base salary.
· HRD will communicate in writing the results of the position review to the Manager and the employee in the position within a reasonable time of completing the review of all the annual position review forms.
PROCESS FOR REVIEW OF NEW POSITION WITHIN ONE YEAR  

The following are the steps to have the family and the phase of a new position reviewed after one year:

· The manager and the member will request a position review of a new position within one year of the new position being filled by submitting a position review form to the Human Resources Division (HRD). HRD must receive the form by one year from the end of the month in which the position was filled.  Please note that a position can only be reviewed once per year, unless there is a reorganization that changes the responsibilities of the position. 

· The Joint Review Committee (4 members – 2 from ASPA and 2 from Management) will review the submitted new position review form along with the criteria matrix to determine the appropriate phase and family.  Committee members must identify positions that are a conflict of interest to them and must not participate in the review of such positions.
· If the Joint Review Committee determines that the position is not appropriately placed, and if:

· The salary range of the current family and phase position placement is lower than the salary range of the new family and phase position placement determined by the Committee:
· The position and salary will be adjusted to the appropriate family and phase effective the 1st of the month closest to the date the review form was submitted.

· The salary range of the current family and phase position placement is higher than the salary range of the new family and/or phase position placement determined by the Committee:
· The position will be adjusted to the appropriate family and phase effective the 1st of the month closest to the date the review form was submitted.

· The salary will be red-circled at its current level if the salary is above the maximum salary range for the appropriate family and phase effective one year from the date the position was filled.  The salary will remain unchanged until such time as the job grows to a higher phase or the maximum of the applicable salary range is equal to or greater than the base salary.
· HRD will communicate in writing the results of the position review to the Manager and the employee in the position within a reasonable time of completing the review.

III. APPEALS OF REVIEWS

If the member and/or the manager disagrees with the outcome of position review, then either party must ask in writing to the Human Resources Division (HRD) for a one-time appeal of the results within 30 calendar days of the receipt of the review decision.

· To initiate an appeal, a rationale of why the position review decision is being challenged should be completed by the member and/or the manager using the Criteria Matrix as a tool.

· The rationale for appeal and any other relevant information is to be submitted to Human Resources within 30 calendar days of the receipt of the review decision.
· The Joint Appeal Committee (4 members – 2 members from ASPA and 2 members from Management) will review the submitted information and evaluate the appropriateness of the original review decision, taking into consideration any new information provided.  Committee members must identify positions that are a conflict of interest to them and must not participate in the review of such positions.  The Joint Appeal Committee members will consist of different participants then the Joint Review Committee that made the initial family and phase placement.   

· If the Joint Appeal Committee determines that the position is not appropriately placed, and if:

· The salary range of the current family and phase position placement is lower than the salary range of the new family and phase position placement determined by the Committee:
· The position and salary will be adjusted to the appropriate family and phase effective the date of the initial review request.

· The salary range of the current family and phase position placement is higher than the salary range of the new family and/or phase position placement determined by the Committee:
· The position will be adjusted to the appropriate family and phase effective the date of the initial review request, and
· The salary will be red-circled at its current level if the salary is above the maximum salary range for the appropriate family and phase, effective the date the original decision is rendered.  The salary will remain unchanged until such time as the job grows to a higher phase or the maximum of the applicable salary range is equal to or greater than the base salary.
· HRD will communicate in writing the results of the Appeal to the manager and the employee in the position within a reasonable time of reviewing the appeal.

All Appeal Decisions are final and not subject to the Grievance Procedure.
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