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5 DIVISION OF PERSONNEL MANAGEMENT ER 3.04
Chapter ER 3
POSITION CLASSIFICATION ACTIONS
ER3.01 Definitions. ER 3.03 Changing the classification of a position.
ER 3.015 Regrading provisions. ER 3.04 Notice of reallocation or reclassification.
ER 3.02 Establishing the classification of a position. ER 3.05 Exclusion.

Note: Corrections made under s. 13.93 (2m) (b) 6., Stegjster December The 6 month period may include a portion dfial or probation
2003No. 576 ary period

- . . History: Cr. (1) and (2), (3) renum. from Pers 3.03 (2) and BegjsterfFebruary
ER 3.01 Definitions. (1) ALLocation. “Allocation 1981,No. 302 ef. 3-1-81; renum. (2) to be (2) (intro.), €2) (a) to (c), am. (3Reg-
meanshe initial assignment of a position to the appropriate C|a§§r,February1983, No. 326eff. 3-1-83; renum. from ER-Pers 3.015 and am. (2)

. . . and (3),Register May, 1988, No. 389eff. 6-1-88; correction in (2) (c) under s.
by the administrator as provided in280.09 (2) Stats. 13.92(4) (b) 6, Stats. Register September 2015 No. 717

(2) ReaLLocaTION. “Reallocation” means the assignment of
aposition to a dferent class by the administrator as provided in ER 3.02 Establishing the classification of a posi -

s.230.09 (2) Stats., based upon: tion. (1) After anappointing authority has received budgetary
(a) A change in concept of the class or series; approvalfor a new position and desires to fill the position, a-writ
(b) The creation of new classes; tendescription of the positios'duties and responsibilities azoly

(c) The abolishment of existing classes; otherpertinent information as requiresthall be submitted to the
’ administrator.

d) A change in the pay range of the class; . -
(d) Th g " fp y g. th . . i (2) Theadministrator shall then allocate the position ursder
(e) _ e correction of an error in the previous assignmen °§§0.09(2) (a) Stats.
position; . . ) o _History: Cr. Registey Octobey 1972, No. 202eff. 11-1-72; renum. from Pers
() Alogical change in the duties and responsibilities of & pogioland am.Registes February1981, No. 302ef. 3-1-81; renum. from ER-Pers
tion: or 3.02andam.Registey May, 1988, No. 389eff. 6-1-88; correction in (1), (2) under
! ) N s.13.92 (4) (b) 6.Stats. Register September 2015 No. 717
(9) A permanent change in the level of accountability of & posi

tion such as that resulting from a rganization when the change  ER 3.03 Changing the classification of a position.

in level of accountability is théeterminant factor for the change(l) Appointing authorities shall notify the administrator of any

in classification. changesn the duties or responsibilities of individual positions
(3) RecLassiFicaTION. “Reclassification” means the assign which may afect the classification level of the positioNotifica-

mentof afilled position to a diferent class by the administratortion shall be in accordance with the procedures established by the

asprovided in s230.09 (2) Stats., based uporiagical and grad administrator.

ual change to the duties or responsibilities of a position or the () Al requestsor classification actions which are not specif
attainmenif specified education or experience by the incumberfitq|ly delegated to appointing authoritiesist be reviewed and a

(4) RecrADE. “Regrade” means the determination of thgpecificclass recommended by the appointing authority prior to
administratorunder s230.09 (2) (d)Stats., that the incumbesit a review by the administratoexcept in those cases where the
afilled position which has been reallocatadreclassified should actionis initiated by the administrator

remainin the position without opening the position to otbendt (3) Whena non-delegateckclassification request, submitted

dé;l_:‘.its. Ct Register October 1672, No. 2025, 11-1-72 (2 (GRegist in writing by an employee, is not recommended for approval by
Istory: Cr.Registey Octobey , NO. ert. —=1-/2; am. gRregister, At H s H -
Septemberl975, No. 237eff. 10-1-75; renum. fronPers 3.02 and arRegister, .theappomtlng al.‘lth.omythe employee $ha” be so notified in writ
February,1981, No. 302efl. 3-1-81; am. (2) (f), (3) and (4Registey February  iNg by the appointing authoritylf the incumbent feels that the
’{198%\‘0- §ngf;gg?‘83?fegum;frolm EE‘F‘GE‘FS 3-031 anf aﬁzgféeégﬂiy lb986& decision of the appointing authority is incorrect, the incumbent
Seats Rogistor Sepgeﬁﬁ’g:rCZ'(ggs'”Ng?'}l; (intro.), (3). (4) undet$.92(4) (0) 6. 4y submit to the appointing authority a written request for

review by the administratorSuch requests shall be forwarded to

ER 3.015 Regrading provisions. (1) Regrading of the administratoiby the appointing authority along with a copy of
incumbentsshall be done on a non-discriminatory basis. the written notice to the employee and any other pertinent materi
. . : ; als. The administrator shall review the action anake the final
rec(lg)ssl#@mg;ngafgﬂiggﬂgﬂggq?h'Ch will be reallocated or decision,notifying both the employee artide appointing auther
_ . ’ . . ity of the result in writing.
(@) The appointing authority has determined that the incum (4) Requestdor reallocation, reclassification or regraae

bent’sjob performance is not satisfactory; : ; . ;
) ) . . .. canceledvhen an employee resigns, retires or is terminated from
(b) The incumbenhas not satisfactorily attained s‘Pec'f'ecﬁaystatus in the position prior to thédeeftive date of the requested
training, education or experience in a position identified @&  5ction. The efective date of the requested action shall be deter
E';'ggf'grn series where the class levels aréedéntiated on this minedin accordance witls. ER 29.03 (3)or the compensation
, lan.
(c) The administrator determines that the position should BQ-Iistory: Cr. Registey Octobey 1972, No. 202eff. 11-1-72; amRegisterSep

i iti i i 15 (1 . tember,1975, No. 237ef.. 10-1-75; am.(1), renum. (2) to be Pers 3.015 (3), renum.
filled by competitive e,xammatl_qn unde@o ,5 ( ) Stats (3) and (4) to be (2) and (3) and dregister February1981, No. 302eff. 3-1-81;
(3) Incumbentsof filled positions which will be reallocated cr. (4), Register February1983, No. 326ef. 3-1-83; renum. fronER—Pers 3.03 and

nders.ER 3.01 (2 r recl ifi m n reqgr . am.Registey May, 1988, No. 389eff. 6-1-88;CR 04-139 am. (4)Register June
unders . ( ) (f)O eC. ass ?d ay . ot be €9 aded . 2005 No. 594eff. 7-1-05; correction in (1) to (3) underl.92 (4) (b) 6.Stats.,
(a) While the incumbent is serving the first 6 months of a trigegisterSeptember 2015 No. 717

or probationary period; and

(b) Until the incumbent has performed the permanently ER 3.04 Notice of reallocation or reclassification.
assignediuties and responsibilities for a minimum of 6 month#\pprovalsor denials of reallocations or reclassifications shall
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ER 3.04 WISCONSINADMINISTRATIVE CODE 6

madeto the appointing authoritin writing. The appointing
authority shall immediately notify the incumbent in writing.

History: Cr. Register Octobey 1972, No. 202eff. 11-1-72; amRegisterSep
tember,1975, No. 237eff. 10-1-75; amRegister February 1981, No. 302eff.
3-1-81;renum. from ER-Pers 3.04 and aRegister May, 1988, No. 389eff.
6-1-88.

ER 3.05 Exclusion. The position of a classified employee
shall not be reclassified while the employee is on a temporary

interchangaunder s230.047 Stats.

History: Cr. Register February1983, No. 326eff. 3-1-83; renum. from ER-
Pers3.05 and amRegister May, 1988, No. 389eff. 6-1-88.

Published under s. 35.93, Stats. Updated on the first day of each month. Entire code is always current. The Register date on each page
RegisterDecember 2015 No. 720 is the date the chapter was last published.
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