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[bookmark: _Hlk172280769](A)	Summary. Youngstown State University recognizes that positions may grow in scope and responsibility or may change over time. A workforce reorganization or position audit may be requested when significant changes in the responsibility of work or position duties have occurred. 
(B)	Purpose. To provide guidance for managers and employees regarding excluded staff position audits and reorganization requests. 
(C)	Definitions.
(1)	Excluded staff position audit. A formal procedure to gather information about a position and determine the proper classification and pay range. 
(2)	Reclassification. A position is eligible for reclassification when there has been an authorized and necessary increase in the position’s scope, impact, complexity, responsibilities and/or accountability such that the incumbent is required to exercise greater judgement and discretion, and to rely on a larger and more specific skill set than previously necessary to perform the work successfully. 
(3)	In-Grade Salary Adjustment. An increase resulting from a significant change in a position’s level of responsibility or level of work performed that does not change the classification or salary grade assignment of the position. 
(4)	Reorganization of a Department or Work Unit. Workforce reorganization involves creating or eliminating positions, reconstructing current positions, changing reporting structures, and creating, eliminating, or combining organizational units. 
(5)	Reorganization of Work. Reassignment of work from one division or work unit to another or reassignment of work within a division or work unit. 
(6)	Search Waiver.  Pursuant to university policy 3356-7-55, Search waivers for hiring of faculty, executive officers, administrative officers, and professional/administrative staff; a search waiver does not waive any human resource or financial requirements for the position. 
(7)	Excluded staff.  Excluded staff hold positions that are not included in a collective bargaining unit.
(D)	Parameters. 
(1)	The position audit process is a comprehensive review of the duties performed, level of responsibility, position knowledge, and skills required. 
(2)	The position audit process looks solely at the duties and responsibilities assigned to the employee. 
(3)	Years of service or employee performance are not factors considered in a position audit. 
(4)	Position audits consider the type of work being performed, not the volume of work assigned. 
(5)	Reclassification occurs when an audit results in the classification of a position being changed. However, a reclassification would not result in the need for a new position to be filled. If a position needs to be back filled this would be a new vacancy and require a valid search, or search waiver, process. 
(6)	A position audit cannot result in a bargaining unit employee being reclassified into a non-bargaining (excluded) role. A new position would be created, and the employee must be appointed to a new position through a valid search, or search waiver, process. 
(7)	Positions may be reclassified to the administrative officer level as defined in university policy 3356-7-56. 
(8)	Department, division or organizational workforce reorganizations should result in an overall cost savings to the university. 
(9)	A position audit can be requested by the division officer or one of their direct reports in several scenarios:  
(a)	Significant changes in position duties: If an employee’s responsibilities have evolved substantially, it may be time to reassess their position description to ensure it accurately reflects their current role. 
(b)	Reassignment of work: The reassignment of duties or the shifting of the responsibility for work from one division, department, or work area to another. 
(c)	Organizational restructuring: During periods of organizational change or departmental restructuring, position audits can help align roles with new university needs. 
(d)	Employee promotions or separations: When an employee is promoted or separates from a role, a position audit can be utilized to assign additional duties or expand the roles of existing employees. 
(e)	Compliance checks: Regular audits can ensure that position roles meet legal and regulatory standards, especially in industries with strict compliance requirements. 
(f)	Employee concerns: If employees raise issues about position scope or responsibilities, a position audit can address these concerns and ensure fairness. An employee cannot request their own excluded position audit. 
(g)	Validation of position requirements: When validating the requirements for a position, especially if the role has expanded or changed over time, a position audit can provide clarity.
(E)	Position audit procedures (excluded/externally funded).
(1)	The division officer or their direct reports may request a position audit for excluded and/or externally funded employees within their division by submitting an audit request. The request can be located on the NEOED Dashboard in forms – quick links. An employee cannot request their own audit. As part of the submission, the division officer/direct report submits the following: 
(a)	New and/or updated position description(s). Work with organizational development to create a red-lined copy of the updates to a position(s).  Organizational development will evaluate the proposed position descriptions in accordance with internal compensation guidelines to determine if the position(s) require posting. 
(b)	For department reorganization, indicate all employees and/or positions that are affected by this change and include all requested information. 
(c)	Provide the current organization chart and a new organization chart to help illustrate the proposed changes (optional). 
(2)	The request in NEOED includes seeking permission from the vice president of finance and business operations to begin work, final recommendation on salaries will still be required. 
(3)	Once approved, organizational development interviews the employee and manager if needed, finalizes the position description, writes the report and analysis, reviews the pay grade assignment, and creates a compensation comparable spreadsheet as applicable. 
(4)	Organizational development notifies the division officer that the review and analysis has been completed and if the audit determines a change in classification, this recommendation will be routed for approvals with the recommended salary. 
	If requested by the division officer, organizational development can explain the human resources compensation recommendation and next steps in the position audit process. 
(5)	On the form, organizational development indicates the human resources salary recommendation and percentage increase as well as any applicable alternative salary recommendations. 
(6)	The chief human resources officer reviews the salary recommendations provided and indicates their own  recommendation. 
(7)	The vice president of Finance and business operations reviews the provided salary recommendations and indicates their own recommendation. 
(8)	The division officer provides final approval of the salary. 
(9)	The NEOED system notifies and provides the position audit decision to all parties. 
(F)	Pay Grade Placement for Excluded Employees. 
(1)	In-grade Salary Adjustment. To be eligible for an in-grade salary adjustment, the employee must be performing additional tasks, responsibilities, and duties that are not part of a higher pay grade. The duties must be a continuing and recurrent part of the employee’s position duties and not temporary or infrequent. 
(a)	If additional duties are assigned and the position remains in the current pay grade, organizational development may recommend a salary increase of 0 – 5%. On the form, organizational development indicates the human resources salary recommendation and percentage increase as well as any applicable alternative salary recommendations. 
(b)	The chief human resources officer reviews the salary recommendations provided and indicates their own recommendation. 
(c)	The vice president of finance and business operations reviews the provided salary recommendations and indicates their own recommendation. 
(d)	The division officer provides final approval of the salary. 
(2)	Pay Grade Increase. 
(a)	If an additional level of responsibility and duties are assigned that move the position up 1 pay grade, organizational development may recommend a salary increase of 5% – 10%.* (*or to the minimum salary of the pay grade). 
(b)	If an additional level of responsibility and duties are assigned that move the position up 2 pay grades, organizational development may recommend a salary increase of 10% – 15%. * (*or to the minimum salary of the pay grade). 
(c)	If additional levels of responsibilities and duties are assigned and the salary increase would result in more than a 15% increase, it may be appropriate to increase the salary by 5% for each pay grade or consider the minimum salary of the new pay grade assignment. 
(3)	Pay Grade Decrease. 
(a)	If the level of responsibility and duties assigned move the position down 1 pay grade, the recommended salary decrease will be a minimum of 5%. 
(b)	If the level of responsibilities and duties assigned move the position down 2 pay grades, the recommended salary decrease will be a minimum of 10%. 
(G)	Timelines. 
(1)	Position audits are typically processed in the order they were received. Exceptions may be made for unusual or emergent requests. 
(2)	Requests for employee position audits should not be submitted more than once every twelve (12) months. 
(H)	Exceptions. An exception to any of the practices listed above may be granted based on the following factors: 
(1)	Market analysis. 
(2)	Internal equity. 
(3)	Management recommendation. 
(4)	Strategic goals. 
(5)	Wage compression/inversions. 
(6)	Budget/financial considerations. 
(7)	Other factors that become evident through the audit process.
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