[image: image1.png]VVVVVVVVVV




POLICIES and PROCEDURES

Responsible Unit

Human Resources
Policy Number


J-1
Date Last Updated

01 January 2006
Approving Sector Head

Director, Human Resources
Policy



JOB EVALUATION
1.
General Procedures for All Requests for Position Evaluation

The purpose of job evaluation is to establish relative job worth rankings of positions within Acadia for pay determination purposes.  It utilizes a systematic and detailed process of analysis and valuing of job content.

Systematic job analysis and evaluation is based on two premises:
· Certain identifiable elements or factors are present in all jobs but to a varying degree.
· These identifiable elements or factors can be measured or evaluated.

This technique measures job content.  It does not measure nor reflect on the particular qualifications or performance of the individual in the job.  The Human Resources Department staff is available to provide assistance and information on job redesign and job description preparation.

(a)
Prior to being formally submitted for evaluation, Job Fact Sheets shall be prepared in draft form and sent to the Human Resources Department for review to ensure compliance with University approved format and content.  University approved forms shall be used to record position duties and information. 
(b) All formal requests for position evaluation shall include a completed Position Evaluation Request form, with appropriate signatures of approval, and required supporting information.  Request forms may be obtained from Human Resources. 
(c) In addition to being used for job classification purposes, they are used frequently for example, when designing job advertisements, creating standardized questions for selecting and hiring staff, assessing employee performance and training needs, and handling employee questions and grievances over job duties.  It is important that Department Heads keep descriptions of jobs in their unit current.

2.
The AIKEN Evaluation Plan for AUPAT and Other Non-Union Positions
(a) Existing Positions – When there are significant changes to existing positions, re-evaluations shall be carried out each year during June in most cases.  Request must be received by Human Resources no later than the last working day of May.  Requests shall include complete and current Position Evaluation request form, Job Fact Sheet noting changes in duties, organization chart, and supporting material.

(b) New Positions – Evaluations shall be completed prior to the beginning of the recruitment process.  Evaluations will be based on complete position information submitted by the hiring department.

(c) Evaluations shall be carried out by the Human Resources Department using the AIKEN Evaluation Plan and new positions or upgrades shall be approved by the President’s Advisory Counsel.

(d) Salary adjustments arising form June position reclassifications shall be effective the July 1 immediately following the reclassification unless the classification is approved other than June.
(e)
A salary increase may be warranted if there is an upward reclassification. 
3.
SEIU Local 902 Bargaining Unit Positions

(a) Refer to Article 33 of the current SEIU Collective Agreement.

