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Q. How do I find out the results of a
study of my class?

A. Your department director or MCGEO
will receive notification and a copy of
OHR's or the classification consultant's
classification study report. Your
department director or MCGEO will share
the report with you. You may review the
report and provide any written comments
to your director. Your director or
MCGEO will submit your comments and
any other comments to OHR within a total
of 30 calendar days from when the report
was received.

Q. What happens after I submit my
comments on the classification
recommendation?

A. OHR and/or the consultant considers
the comments received and makes
whatever changes are appropriate to the
original findings and recommendations
before submitting the report to the OHR
Director for the classification decision.

OHR then notifies the department director
or MCGEO and affected employees of the
classification decision. If a class has been
allocated to a lower grade, the OHR
Director will advise affected employees of
their opportunity to request an
administrative review.

Q. What is the effective date of the
OHR Director's classification decision?

A. The effective date is the beginning
of the pay period following the OHR
Director's decision.

Q. If I disagree with the OHR
Director's classification decision, is
there any appeal?

A. If your class has been allocated to a
lower grade, you or MCGEO may
request administrative review of the
OHR Director's classification decision.
(See page 10.)

Individual Position
Classification Study

An employee in the OPT or SLT
bargaining units may choose 1o be
represented by MCGEQ when requesting
a position classification study. In this
section, where references are made to an
employee, if the employee is represented
by MCGEO, MCGEOQ will act or respond
in place of the employee.

Q. Who may request a
classification study of a position?

A. The OHR Director may determine that
a study of a position is necessary, or a
department director or an employee may
request a position classification study.
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Q. When may a classification
study be requested?

A. A study may be requested during the
month of June. In extraordinary
circumstances, a department director may
request, in writing, a position
classification study at a time other than
June. The OHR Director must authorize
any special study that is not requested
during June.

Q. What documentation must be
provided?

A. What is required is:

I A complete position description
signed by the employee, the
employee's immediate supervisor,
and department director;

[0 A memorandum from the
department director (or department
director's comments on the position
description) indicating either of the
following:

0 That the duties and
responsibilities have changed and
are no longer consistent with the
position's current classification;
where the new duties and
responsibilities originated and how
they came to be assigned to this
position; and that the department
director concurs with the
employee's request for position
reclassification.

or

[ That the position's duties and
responsibilities have not
changed substantially and the
department director does not
believe that the position should
be reclassified.

[J  An organization chart that
reflects the organizational
location of the position and
its reporting relationships.

1 The current Position Profile
Form for the position (with no
changes entered).

Note that the documentation must be
complete or the request will be returned
to the originator.

Q. What is involved in an
individual position classification
study?

A. A position classification study
normally includes:

[0 Analysis of the position
description and any other job
content documentation, as well as
organization charts and other
relevant information; and

CI A site visit or desk audit, if deemed
necessary, with the employee or an
interview with the employee's
supervisor, if deemed necessary, to
supplement or confirm written
documentation.

The OHR Specialist or consultant then
compares the duties and responsibilities
of the position to existing class
specifications to determine the most
appropriate classification for the
position.
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Q. Is QES used to determine a
position's classification?

A. QES is not used in a classification
study of an individual position. Class
specifications are used to determine a
position's most appropriate classification.
However, if the classification study
determines that a new class must be
created for the position, QES is used to
evaluate the duties and responsibilities of
the new class.

Q. How long does a classification
study of a position take?

A. How long a study takes varies
depending on such things as OHR's or the
consultant's workload, the time of year
(i.e., key participants may be on
vacation), adherence to established
deadlines for documentation, comments,
etc., or other extenuating circumstances.

Q. How do I find out the results of the
position classification study?

A. OHR sends a copy of the study report
of findings and recommendations to your
department director and to you. You may
provide any written comments to your
department director. Your director
reviews and submits your comments and
any that he or she chooses to make to
OHR within 15 calendar days of receiving
the report.

Q. What happens after I submit my
comments on the classification
recommendation?

A.. OHR and/or the consultant will
consider the comments received and
make whatever changes are appropriate to
the original findings and
recommendations before submitting the
report to the OHR Director for the
classification decision.

OHR notifies you and your department
director of the classification decision. If
your position has been reclassified to a
lower grade, the OHR Director will
advise you of your opportunity to request
an administrative review of the
classification decision.

Q. What happens to my salary if my
position is reclassified to a lower
grade?

A.1f your position is downgraded, you
may keep your current salary. If your
salary is more than the maximum salary
for the new grade, you may keep the
salary but may not receive any service
increments while your salary is above
the maximum for your grade.

However, even if your salary is above the
maximum for your new grade, you may
receive the same general wage adjustment
that other employees in the same
occupational class and on the same salary
schedule receive.
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Q. What is the effective date of the
OHR Director's classification decision?

A. The effective date is normally the
beginning of the first pay period following
the date of the OHR Director's decision or
twelve months from the date all the
documentation necessary to conduct the
study was received. If the position
classification study is part of a
reorganization, the effective date could be
later.

Q. 11 disagree with the OHR
Director's classification decision, is
there any appeal?

A.If your position was reclassified to a
lower grade, you may request an
administrative review of the OHR
Director's classification decision. There is
no appeal or administrative review of a
classification decision that retains the
same grade for the position or upgrades
the position's classification.

Administrative Review

Q. What is administrative review?

A. Administrative review is a fact-
finding review of a classification decision
by an independent, professionally
qualified consultant. The consultant
determines the appropriate methodology
for the review, which includes review of
all written materials related to the
classification study, and usually includes
interviews or meetings with the affected
employee(s) and supervisor.

Q. Who may request an
administrative review of a
classification decision?

A. An employee whose position or
occupational class has been downgraded
by a decision of the OHR Director may
request an administrative review.

Q. How do I request an
administrative review?

A. You send a memorandum
requesting the review to the OHR
Director, stating your reasons for
requesting the review. Your request
must be submitted within 10 days of
receiving the OHR Director's
classification decision.

Q. May I have assistance in the
administrative review process?

A. OHR staff can provide any
procedural information you might need
but cannot assist you with preparing for
the administrative review. You may,
however, ask another person to assist or
represent you during the process. Note
that you are responsible for any costs
associated with your representation.
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Q. How long does it take for the

consultant to complete the fact-finding
review?

A.. OHR must provide all documentation
associated with the classification study,
including your request for administrative
review, to the classification consultant
within 30 days from the date you
requested the review. The consultant then
has 30 calendar days to conduct the review
and provide a report and recommendations
to the Chief Administrative Officer.

QQ. How do I find out about the
consultant's findings and
recommendation?

A.. The Chief Administrative Officer will
provide a copy of the consultant's report to
you. You have 10 days from receipt of the
report to submit any written comments on

the consultant's recommendations to the

OHR Director.

Q. Who makes the final
classification decision after the
administrative review is complete?

A. All materials concerning the
classification study and administrative
review, including your comments, are
forwarded to the Chief Administrative
Officer, who makes the final
classification decision, normally within
15 days of receiving all necessary
information.

Q. If 1 disagree with the Chief
Administrative Officer's classification
decision, is there any further appeal?

A. The only remaining appeal is to the
Merit System Protection Board. The basis
for an appeal to the Board is that the
administrative review procedures
specified in the Personnel Regulations
were violated.

More Information

Q. Where can I get more
information about the County's
classification program?

A. Consult Personnel Regulations
Section 9, Classification (as amended
October 21, 2008), and the Agreement
between MCGEO and Montgomery
County, Maryland.

Or, contact OHR's Classification and
Compensation Team at 240-777-5039.

Information is also available in OHR's on-
line Resource Library at
<http://www.montgomerycountymd.gov>
(click on Government, then HR Resource
Library).

Note: This information can be made
available in an alternate format, if
necessary. Contact the Classification and
Compensation Team at 240-777-5039.
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