RECLASSIFICATION PROCEDURES FOR CLASSIFIED STAFF
Reclassification is the assignment of a filled position to a different classification based upon a logical and gradual change
to the duties or responsibilities of a position.
Reallocation occurs when position changes are not gradual and/or logical. In the case of a reallocation, it must be
determined if it is appropriate to regrade the incumbent or if a new position has been created, the position must be open
to competition.
Logical changes are changes that are reasonably related to the previous duties or responsibilities of the position.
“Reasonably related” means that the changes to the position were a natural outgrowth or progression of the previously
assigned duties. The new duties are an extension and are of a similar nature to the previously assigned duties that were
the basis for the original classification of the position. The duties do not require extensive additional education, training,
or mentoring for the incumbent to learn to perform the additional duties.
If more than 50 percent of the duties or responsibilities have changed since the position was last formally reviewed for
classification purposes and those changes affect the classification of the position, the changes are not logical and is the
creation of a new position. Note: Initial assignment or complete removal of leadwork, supervisory, or managerial duties
or responsibilities are not logical changes.
Changes are gradual if the changes in the assigned duties are not more than 25 percent. If the duties, which constitute
the reason for the class change, were previously at least 26 percent of the position, the expansion of such duties up to 51
percent of the total position is considered to be a gradual change. Changes are not gradual if they:
1. Constitute a signification portion of the position (more than 25 percent) and occur over a period of less than six
months.
2. Occur abruptly resulting from a reorganization, changes in the equipment used to perform the work, or a
reassignment of duties from a vacant or abolished position.
3. Result from the removal of a supervisory level.
Keep the following in mind in considering whether a reclassification is warranted:






A reclassification is a movement of a POSITION, not a person, to a higher classification based mainly on change of
duties assigned to a position.
A reclassification is not used for a promotion or a pay increase or to award meritorious service or longevity.
A reclassification is not justified on increased workload.
Major changes in assigned duties will require a competitive process instead of the reclassification process.
Newly-assigned duties must be performed for a minimum of six months prior to submittal for reclassification.

The effective date of an approved reclassification is the beginning of the first pay period following receipt of the
appropriate documents.
To request a reclassification, the supervisor must submit the following documents to the Classified HR Manager in the
Office of Human Resources, 216 North Hall:
 Reclassification Job Change Analysis Form (click for form)
 Updated Position Description Position Description Cover Page (OSER-DMRS-11) – page 1 only
http://oser.state.wi.us/docview.asp?docid=1222
 Current Organizational Chart
Contact the Human Resources Office at 425-3221 if you have questions about the reclassification process.

