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POSITION RECLASSIFICATION/SALARY ADJUSTMENT REQUEST INSTRUCTIONS

The purpose of this form is to give department/unit heads an opportunity to have positions and salary inequalities reviewed for potential reclassification and/or salary adjustments.  However, certain restrictions may exist that will prevent such changes.  These restrictions include, but are not limited to budget restraints, state restrictions, and appropriated position title availability.  Any consideration for any of these actions must have the full support of the appropriate Vice Chancellor before submission to the Department of Human Resources.
To assist with proposing a suitable title, the UALR Appropriation Act link can be found at: http://ualr.edu/humanresources/classification/  
The Arkansas Office of Personnel Management provides general job descriptions for classified (non-exempt) titles on their website at: (http://www.state.ar.us/dfa/personnel_mgmt/opm_classcodes.html) 
Submission of this form for the purpose of position reclassifications and title changes will be limited to April 1-15 and October 1-15.  Salary adjustment requests may be submitted any time throughout the fiscal year.  The Department of Human Resources area of Personnel will send a confirmation number to the department/unit within 2 business days of receipt, which can also be used for tracking.  Forms will be reviewed between April 16-30 and October 16-31 in the order received.   
Instructions to complete this form and routing information are as follows:

Section 1. Indicate Reason for Request

a. Position Reclassification – Significant changes to a position must exist.
b. Salary Adjustment – Classified (non-exempt) positions have strict restrictions regarding salary adjustment.  A formal request to the Arkansas Office of Personnel Management (OPM) may be required for this request.  Furthermore, salary inequality must be present.

c. Title Change Only – Title change requests are acceptable for state appropriated and/or functional titles.

Section 2. Enter Incumbent (if applicable) and Department Information

a. Employee Name – Enter the employee’s name that currently holds the position, or the name of the employee that last held the position if the position is currently vacant.
b. T Number – Enter the employee’s T number that currently holds the position, or the T number of the employee that last held the position.
c. Department – Enter the name of the department that maintains the position.  

d. Department Org – Enter departmental organization number.

e. College/Division – Provide the college/division where the department/unit resides.

Section 3. Provide Position and Salary Information

a. Current Position (job description required)
i. Position Number – Enter current position number to be reviewed.

ii. Position Title – Enter actual state appropriated title.
iii. Functional Title – Enter working title.

iv. Classification – Classified (Non-Exempt) or Non-classified (Exempt)

v. Salary – Enter salary of incumbent, or the final salary of the last employee that held the position.
vi. Number of years in current position – Enter the number of years the incumbent has held the position, or the number of years served by the previous employee.

vii. Date of last salary increase – Enter the date the employee last received a salary increase.
viii. Salary at the end of the last fiscal year – Enter the incumbent’s salary as of June 30 of the last fiscal year.

b. Proposed Position (job description and resume of incumbent required)

i. Position Number – If applicable, enter a position number that currently exists within the department that is more appropriate for the proposed job duties.
ii. Position Title – Enter actual state appropriated title.

iii. Functional Title – Enter working title.

iv. Classification – Classified (Non-Exempt) or Non-classified (Exempt)

v. Salary – Enter proposed salary.  Please note: If the incumbent is a classified (non-exempt) employee and the proposed title is also classified, the proposed salary should be a 10% increase from the current salary OR the entry level for the proposed title – whichever is greater.  If the proposed salary title is non-classified, the proposed salary should not exceed the line item maximum.
vi. Budget Requested – Enter the amount needed to satisfy the proposed salary.
vii. Funding Source – Enter the proposed source of the additional funds needed to satisfy the proposed salary.
viii. Proposed Effective Date – Enter the start date of a future pay period (the 1st or the 16th) that the proposed changes should be effective if approved.  Please be sure to consider time for review, processing and approvals
Section 4. Justification (additional pages may be attached if needed)
a. Enter a detailed justification for the request.  For example, if salary inequality exists, provide information regarding comparable positions and salaries, turnover statistics due to inequality, impact on department, etc.

Section 5. Department/Unit Signature
a. Department/Unit Head – Type the name of the department/unit head.

b. Signature – Print form.  Department/unit head should sign in this box.

c. Vice Chancellor – Type the name of the appropriate VC.
Section 6. HR Position and/or Salary Verification
a. Title the document with the position number and reason for request as indicated on the form.  For example: RXXXXX – Position Reclassification Request.  Scan and email to hrs-personnel@ualr.edu as an attachment and include all supporting documents (job descriptions, justification, etc.).

b. HR will review availability of proposed title and/or salary inequality, and will either support the request or suggest more appropriate solutions.

c. Upon completion of review and processing, the form will be scanned and forwarded the VC listed on the form.
Section 7. Approvals 
a. VC Signature – VC will review and sign in this box if approving the department/unit head’s request.  
b. Vice Chancellor’s Approved Effective Date – VC should enter the future date he/she approves the request to be effective.  VC should forward to the Chancellor.
c. Chancellor’s Signature – If approved, the Chancellor will sign in this box.
d. The department/unit head must be responsible for tracking the form throughout the approval process and retrieve if approval is given.
e. Approved form should be scanned and emailed to hrs-personnel@ualr.edu with the same title as before.  Confirmation/tracking number should be included in the subject line.
f. IMPORTANT: If the request fails to be approved at either the VC or Chancellor level, notification should be sent to hrs-personnel@ualr.edu for the ticket to be closed and the process ended.

Section 8. HR Position Number Assignment
a. HR will assign or confirm a position number, and return to department/unit head with instructions for submitting EPAF.
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