Student Affairs’ Office of Human Resources


	Division of Student Affairs, Human Resources Delegation Matrix 2006

	Human Resources Management
	DEPARTMENT HEAD

(Local Procedures Apply)
	DIVISIONAL HUMAN RESOURCES DIRECTOR

(SAHR - VC LEVEL)
	OFFICE OF HUMAN RESOURCES (OHR)

	1. EMPLOYMENT

	EMPLOYMENT/ APPLICATIONS
	Department screens applications and determines whom to interview.  Process is recorded and maintained in e-Recruit.
	NO ACTION
	NO ACTION

	RECRUITMENT (e-Recruit)


	Department submits job postings via e-Recruit, in accordance with local and cluster guidelines.

For waiver of career positions, submit waiver to manager of work force.  For waiver packet guidelines visit the SAHR website.*

Consult the Academic Compliance Office for ADA questions.

Student Employment Options:

a. Identify Student-Waiver of recruitment, hire directly, document.

b. Work Study, visit: http://workstudy.berkeley.edu  

c. Career Center, Kathy MacCelland, 2-1096.
	SAHR only reviews positions that are new or have changed substantially.  SAHR is not otherwise involved in the recruitment process.
	Reviews positions for posting online.  Reviews and authorizes text for advertisements.  Places ads in all print and electronic media.  Assists departments with targeted recruitment plans/screening.

OHR SA Recruitment Team:   Rachel Kadosh, Sr. Recruiter           3-8062 or rkadosh@berkeley.edu 

	TEMPORARY STAFFING


	For limited positions up to 900 hours in a rolling 12-month year, departments have two options:

1) Waive the recruitment; conduct an independent search.

2) Recruit for the position by posting it on e-Recruit.

Note: benefit hours accrue according to BELI category.
	NO ACTION
	NO ACTION

	CONTRACT EMPLOYMENT
	Applies to non-represented PPSM titles only.  Use the Employment Contract template from Employee Relations. Delegated waiver of recruitment applies.  All new positions must undergo classification review.  If position is to last more than 900 hours, conduct an open recruitment or request a waiver in advance.  For more information, visit: http://hrweb.berkeley.edu/guide/empother.htm 
	SAHR classifies positions for delegated job families.
	OHR approves waiver of recruitment for position if it is to last more than 900 hours.

	2.  COMPENSATION  (See attached “Authority for Personnel Action” for salary setting.)

	EQUITY

Note:  Check appropriate contract for employee requested equity adjustments.
	Peer Group:

Analyze appropriate peer group data within department.  
Divisional:

If no appropriate peer group within department, contact SAHR for divisional or campus salary data.

Retention:  

Employee MUST have WRITTEN verification of outside job offer to consider equity increase.  Requires conversation with SAHR.
	SAHR reviews requests for equity adjustment and applicable contracts for union notification requirements.

SAHR consults with OHR or Comp office for campus salary data, and for proposals over the mid-point.
	OHR provides consultation and notice to unions if applicable.

	MERIT
	Administers per campus procedure.
	Forwards merit call to SA departments.
	Provides consultation to SAHR.

	NEW HIRE
	Directors can set salary up to mid-point or Step 3.   For proposed salaries above these thresholds, see attached “Authority for Personnel Actions”.
	See attached “Authority for Personnel Actions”.
	See attached “Authority for Personnel Actions”.

	PROMOTION/ RECLASSIFICATION


	For step-based positions, an increase is awarded to Step 1 of new classification or a full-step, whichever is greater. Check the appropriate contract for management exceptions; consult with the SAHR director regarding exceptions.

Proposed salaries exceeding mid-point require conversation with SAHR.
For range-based positions, directors can set salaries up to mid-point.
	See attached “Authority for Personnel Actions”.


	See attached “Authority for Personnel Actions”.

	STIPEND (Step based pending)


	May award up to 15% of the appointed salary without exceeding mid-point of range.  Awarded when employee performs significant duties beyond position description.**

Proposed stipends exceeding 15%, mid-point, or Step 3 require conversation with SAHR.
	SAHR has delegation to approve stipends beyond a year.
	OHR provides consultation to SAHR for proposed stipends exceeding mid-point.

	**NOTE: For all salary actions, final salary cannot exceed range or step max.  25% rule applies – i.e. total increases may not exceed 25% in one year (as of June 30th of previous fiscal year).

	3.  CLASSIFICATION

	CLASSIFICATION REQUESTS

For new, substantially changed, and temporary positions.

Note: Visit SAHR website* for delegated job families.


	Department forwards request to SAHR.  Local procedures apply.

For MSP classification procedures, visit the SAHR website.*

	SAHR reviews classification requests.
	NO ACTION

	RECLASSIFICATION


	Supervisors should visit the SAHR website* for the SA Reclassification Standards, which outlines:

· Process for submitting reclassifications.

· What to include in packet for reclassification.

· Important timeline information.

· Resource lists and links for writing job descriptions, and classification guidelines.
For MSP classification procedures, visit the SAHR website.*
For temporary reclasses, consult with SAHR for review and approval.
	The SAHR reclassification committee reviews reclassification requests the following month the requests are submitted.


	OHR reviews reclassification appeals that are submitted within 30 days of notice.

	NOTE:

1.) Student Assistant and work study students can be reclassified according to series.  (Student Assistant job family will go away when campus launches new job evaluation system.  When this occurs, follow the same classification procedures as staff.)

2.) Check the appropriate policies and contracts for employee requests for classification reviews.

	4.  EMPLOYEE RELATIONS

	CORRECTIVE AND DISCIPLINARY ACTION
	Department implements corrective and disciplinary actions in accordance with policy and contracts.
	Available for consultation.
	Available for consultation.  Provides training.

	DEPARTMENTAL REORGANIZATIONS


	Department implements in accordance with policy and contracts.
	Available for consultation.  SAHR initiates process for notification. SAHR contacts Employee Relations and Labor Relations.
	Employee Relations works with Labor Relations to notice the Union(s).

	EMPLOYEE COMPLAINTS
	Director conducts meetings with supervisors, managers, and employees regarding complaints.  Consults with SAHR and/or Employee Relations, if needed. 
	Available for consultation.  Consults with Employee Relations.
	Provides consultation.

	ERGONOMICS
	Department reviews policy and contracts for compliance.

For UCB ergonomics information: http://www.uhs.berkeley.edu/facstaff/ergonomics/ergoatwork5.shtml#training. 
	NO ACTION
	NO ACTION

	GRIEVANCE PROCESS
	Department implements action in accordance with applicable contract or policy.  Keeps SAHR informed of issues that may have potential political and/or legal implications.
	Available for consultation.  Manages PPSM Step II process.
	Available for consultation and serves as hearing officer per applicable contract.

	LAYOFFS
	Department initiates action in accordance with applicable contract or policy.
	Available for consultation.
	Reviews layoff action. Provides notice to union(s).  Meets with layoffs and provides appropriate services for layoffs.  

	LEAVES OF ABSENCE
	Department approves leaves of absence up to 6 months.

Department implements in accordance with applicable contract or policy.
	Approves leaves of absence for employees beyond 6 months.  
	Leaves beyond twelve months duration require OHR approval.

	MEDICAL SEPERATION PROCESS
	Department initiates action in accordance with applicable policy or contract.  Department consults with Vocational Rehab., Employee Relations, and SAHR.
	Available for consultation.
	Reviews the action and collaborates with Vocational Rehab. for final action.

	PROBATIONARY PERIOD
	Department approves release during probationary period.  Consults with SAHR for requests beyond six-month probationary period.
	Available for consultation.  Approves extensions beyond six-month probationary period.
	NO ACTION

	WORK RULES
	Department consults with SAHR and Employee Relations.
	Available for consultation.  
	Available for consultation.  Notices union(s).

	WORKERS’ COMP
	Department initiates employee injury report, submits to risk management, consults with Voc. Rehabilitation and Workers’ Comp as required.  Workers’ Comp website: http://uhs.berkeley.edu/facstaff/dms/index.shtml 
	Available for consultation.
	Available for consultation.


	SA Authority for Personnel Actions


(New hires, Position Classifications, Reclassifications, 

Temporary Reclassifications, Stipends, Promotions, Equity Increases)

Note: Except for specific department HR Officers, who have previously been delegated authority, new position classification and reclassification requests for represented and PSS job titles will be reviewed by the OHR/Compensation unit and a decision rendered. MSP reclassification requests will be reviewed by OHR, and approved by the appropriate Vice Chancellor(s). OHR in conjunction with the Technical Committee reviews and approves IT positions.

	Department Head
	VCs & Deans
	OHR

	· Requests the personnel action *
	· VC/Dean reviews for appropriateness, identifies funding & forwards to OHR for review and decision making:

· Reclassification Requests

· Change of Classification of a Vacant Position

· Classification of a Newly Established Position

· In consultation with OHR on above midpoint/step 3 salaries and stipends, approves salaries through the range, up to 25% within a fiscal year, for:

· New Hires

· Approved Reclassifications

· Promotions

· Equity Increases

· Staff Stipends & Temporary Reclassifications
	· Reviews requested actions and makes or recommends decisions

· In conjunction with the Technical Committee, reviews and approves IT positions

· Responsible for Job Evaluation Methodology and Compensation Structure

· Reviews and recommends classification for new MSP positions and MSP reclassification requests; approved by the appropriate Vice-Chancellor(s)

· Provides consultation




Note: Classification, reclassification and other changes in the terms and conditions of employment for employees in represented job titles are subject to the applicable articles negotiated in the labor contracts that govern their employment. 

* Employees covered by the PPSM policy or the Clerical Unit (CX), Technical Unit (TX), Research Unit (RX), and Residual Patient Care Professionals (HX) contracts may request a review of the classification of their position.  If the employee’s Supervisor fails to respond within thirty (30) calendar days, the employee may forward the request to OHR for review.

*SAHR website: http://uga.berkeley.edu/uga/fs/hro/intro.htm 
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