
CHAPTER 3: POSITION CLASSIFICATION PLAN 

3.1 THE CLASSIFIED SERVICE 

3.1.1 Positions Included 

All positions established by the Board of Trustees or Personnel Commission which are not 
exempt from the classified service by law shall be a part of the classified service. All 
employees serving in classified positions shall be classified employees, except as may 
otherwise be provided by law. 

3.1.2 Exemptions from Classified Service 
A. Generally, the following positions shall be exempt from the classified service:

 Positions required by law to have certification qualifications

 Part-time playground positions

 Full-time students employed part-time

 Part-time students employed in any college work-study program, or in a work
experience education program conducted by a community college district
pursuant to Article 7 (Commencing with Section 51760) of Chapter 5 of Part
28 and which is financed by state or federal funds

 Apprentices

 Professional experts employed on a temporary basis for a specific project by
the Board of Trustees or by the Commission

B. Special categories of positions are exempt from the classified service:

 Board Assistants - The Board of Trustees may create positions of staff
assistants or field representatives to directly assist the Board or individual
Board members. Such positions, if created, are exempted from the provisions
of these rules insofar as they relate to position classification, recruitment,
employment, and salary setting. Persons employed in such positions shall be
members of the classified service for all purposes except that they may not
achieve permanency in the classified service as a result of this service. Staff
assistants shall serve at the pleasure of the Board. A field representative shall
serve at the pleasure of the individual Board members.

 Community Representatives (Education Code Section 45258) Persons
employed in advisory or consulting capacity for not more than 90 working
days, or a total of 720 hours in any fiscal year shall be exempt from the
classified service. Duties of Community Representatives shall not be those
normally assigned to a class of positions in the classified service.

If a permanent classified employee is appointed to serve in such exempt 
positions, he/she shall retain status as a permanent employee. If the 
permanent employee is terminated from the exempt position, he/she shall 
have displacement rights in his/her former class in the same manner as if 
he/she had been laid off for lack of work or lack of funds. 

3.1.3 Part Time Defined 

A part-time position for the purpose indicated in 3.1.2.A., is one for which the assigned time, 
when computed on a daily basis is less than 87 ½ percent of the normally assigned time of the 
majority of employees in the classified service. 
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3.1.4 Professional Expert Assignments 

When a professional expert assignment is to be made, the administration shall submit to the 
Director, Classified Personnel a description of the project, its duration, and duties to be 
performed. Professional expert assignments shall not be made to avoid payment of overtime 
to the assigned employee, nor shall a limited-term position be filled by a professional expert 
assignment if the duties and responsibilities fit an existing class for which a reemployment or 
eligibility list exists. 

In order to be exempt from the classified service as a professional expert, an individual must 
be recognized as such by reputable members of his/her own profession. Evidence of 
professional qualifications must be presented to the Commission at the time the written 
request of temporary appointment is made. 

Service as a professional expert shall not exceed six months except as may be approved by 
the Commission. 

3.1.5 Restricted Positions and Employees 

A. If positions normally a part of the classified service are specially funded and, as a
result of the special funding provisions, employment is restricted to persons in low
income groups, from designated impoverished areas, or other criteria which precludes
employment through the normal competitive process, the positions shall, in addition to
the assigned title, be designated as "restricted".

B. Persons employed in "restricted" positions shall be classified employees for all
purposes except: (1) they shall not attain permanent status, (2) they shall not be
accorded seniority rights, (3) they shall not be given provisional appointments
concurrent with status in a restricted position, and (4) they are not eligible to compete
in promotional examinations in the regular classified service.

C. Notwithstanding Sub-Rule B above, employees serving in "restricted" positions shall,
after completion of six months of satisfactory service, be given the opportunity to take
such qualifying examinations as are required for all other persons serving in the same
class in the regular classified service. If an employee successfully completes the
examination and attains placement on the eligibility list, as a result thereof, and
regardless of his/her numerical standing on the eligibility list, the employee shall be
considered a part of the regular classified service even though he/she may continue to
serve in a restricted position, and be accorded full rights, benefits and burdens of a
regular classified employee. Seniority rights shall be counted as of the date of the
initial appointment to the restricted position.

3.1.6 Weekend/Holiday Positions 

The Board of Trustees may create a position or class of positions which require and permit the 
holders of such positions(s) to work only on weekends (Saturdays and Sundays) and holidays. 
If so created the Commission shall, in classifying the position: 

1. Establish a salary scale which recognizes the peculiarity of the work and the days and
hours required to work.

2. Exempt employees serving in such positions from overtime pay for work required to be
performed on a holiday. The overtime exemption shall not apply to hours required to
be worked in excess of 8 on any Saturday, Sunday or holiday unless the class is
specifically exempted in accordance with Education Code Section 45127. (For
example, recreation and security classes).
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3. Ensure itself that the position(s) being created is not being created to avoid payment
of overtime to otherwise qualified employees. If it does find that such position(s) is
being created to avoid overtime payment, it shall refuse to classify the position(s) and
will notify the Board of Trustees accordingly.

3.1.7 Effect of Exemption 

Any position or employee lawfully exempted from the classified service shall be excluded from 
the benefits and burdens imposed by these rules, except as provided by law or the Board of 
Trustees. 
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3.2 GENERAL CLASSIFICATION RULES 
 

3.2.1 Assignment of Duties 

The Board of Trustees shall fix and prescribe the duties and responsibilities of all positions in 
the classified service except those of the Personnel Commission staff. When the duties being 
performed by an employee are found to be inconsistent with the duties officially assigned to 
his/her position, the Director, Classified Personnel shall report the facts to the responsible 
administrator in order that appropriate action may be taken. 

 

3.2.2 Classification Plan 

The Personnel Commission shall classify all positions except those which are exempt from the 
classified service. This includes, but is not limited to, allocating positions to appropriate 
classes, arranging classes into occupational hierarchies, determining reasonable relationships 
within and among occupational hierarchies, and preparing written class specifications. 

 

3.2.3 Creation and Adjustment of Classes 

The Commission shall adopt a position classification plan and may create new classes and 
abolish, divide, or combine existing classes within the classification plan as the needs of the 
classified service require. 

 

3.2.4 Class Specifications 

For each class of positions in the classified service established by the Commission there shall 
be maintained in the Office of the Commission an official class specification including: 

 

A. The official class title. 
 

B. A definition of the class, indicating type of duties, responsibilities and distinguishing 
characteristics. 

 

C. A description of essential duties to be performed in positions allocated to the class. 
 

D. A statement of the minimum qualifications for service in the class which may include 
education, experience, knowledge, skills, abilities, personal and physical traits, and 
characteristics. 

 

E. Any additional qualifications considered so desirable that any person considered for 
employment who possesses them may be given additional credit in the evaluation of 
the qualifications even though such additional qualifications are not a prerequisite to 
consideration for employment. 

 

F. License or other special requirement for employment or service in the class. 
 
 

3.2.5 Interpretations of Class Specifications 

Class specifications and their various parts are declared to have the following force and effect: 
A. The class titles used in the classification plan are to be used as payroll titles and in 

connection with any personnel record or transaction. 
 

B. Class specifications are descriptive and explanatory only and not restrictive. They 
indicate the kinds of positions that should be allocated to the respective classes as 
determined by their duties, responsibilities, and qualification requirements, and do not 
prescribe what these details shall be with respect to any position. The use of a 
particular expression or illustration as to duties, responsibilities, qualification 
requirements, or other attributes is typical or descriptive of the class and does not 
exclude others not mentioned but of similar kind and/or quality. 
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C. In determining the class to which any position shall be allocated, the specification for 
each class is considered as a whole. Consideration is given, not to isolated clauses, 
phrases, or words apart from their context and from illustrative information in other 
parts of the specifications, but to the general duties, responsibilities, specific tasks, 
and qualification requirements as affording a picture of the positions that the class 
includes. 

 

D. Education and/or experience patterns represent minimum recruitment qualifications. 
Persons not meeting the education and experience or promotional qualifications where 
indicated, will not be considered further for employment in the class. 

 

3.2.6 Allocation of Positions to Classes 

All positions substantially similar in the areas of duties performed, responsibilities exercised, 
and qualifications required shown in the class specification, shall be allocated to the same 
class. 

 

3.2.7 Classification of New Positions 

Whenever a new position is created, the appointing power shall submit to the Director, 
Classified Personnel, in writing, the duties to be performed and the responsibilities to be 
assigned. For new positions, the Board of Trustees may recommend minimum educational 
and work experience requirements. The Director, Classified Personnel shall review the 
materials submitted and make such recommendations as necessary and proper and shall 
determine whether the position shall be allocated to an existing classification or whether a new 
class should be created. If the Director, Classified Personnel determines that a new class is 
required, he/she shall present recommendations to the Commission which: 

 

A. Include recommendations for a new class specification incorporating the requirements 
of section 3.2.4.A through F. 

 

B. Include a salary recommendation based upon internal alignments and such external 
data as applicable to designate proper salary placement. 

 

C. Include recommendations for assignment to an appropriate Job Series, the employee 
relations status (subject to negotiations between the District and the exclusive 
bargaining representative, e.g., unit member, Confidential, Supervisory or 
Management) and the Fair Labor Standards Act (FLSA) status (exempt/non-exempt 
from overtime). 

 

D. Prior to presenting the recommendations to the Commission, the Director, Classified 
Personnel shall provide reasonable notice of the proposed recommendations to the 
District and the exclusive bargaining representative. 

 

Following the Commission’s action to adopt a new classification describing the duties of the 
new position, the director, Classified Personnel shall notify the Board of Trustees of the action 
and the Commission’s recommended Salary Range placement for the class. 

(Reference Education Code sections 45130, 45256 and 45285.5) (Revised 07/18/02) 
 

3.2.8 Changes in Duties 

Any substantial changes in the duties of existing positions shall be promptly reported in writing 
by the appointing authority to the Director, Classified Personnel, who shall determine whether 
these positions should be allocated to different classes. The Commission shall be notified of 
the allocation or of the reasons for not changing the allocation. 
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3.2.9 Working Out of Classification 

When an employee is working out of classification, the fact shall be reported to the immediate 
supervisor and then to the Director, Classified Personnel, who shall investigate and, if 
appropriate, report to the Personnel Commission. After review, the Commission shall take 
such action as necessary based upon the facts. This rule shall not be construed as permitting 
an employee to refuse to perform duties legally assigned. 

 

3.2.9.1 90 Day Approval 

Working out of class assignments are designed for temporary situations and shall not 
be used to place an employee in a long-term or permanent assignment in a higher or 
different classification. No employee shall be assigned to work out of class for more 
than ninety (90) days in one fiscal year without prior approval of the Personnel 
Commission. An example of the kind of exemption allowed by the Commission would 
be the temporary replacement of an employee on a long-term illness leave where the 
employee is assigned to work out of class for the duration of the absent employee's 
leave. 

 
3.2.9.2 Duties Inconsistent Within Assigned Classification 

An employee shall not be required to work out of classification for more than 5 days 
within a 15 calendar day period, except that an employee may be required to perform 
duties inconsistent with those assigned for a period of more than 5 days within a 15 
calendar day period provided salary is adjusted upward for the entire period the 
employee is required to work out of classification. 

 

3.2.9.3 Salary Adjustment 

Whenever an employee is allowed to assume, or is required to perform, all or the 
majority of the functions, duties, and responsibilities of a higher classification, his/her 
salary shall be adjusted upward to the salary range of the higher classification, and 
then to the step of that range that will provide the employee at least a 5% salary 
increase. An employee may receive less than a 5% increase if the top step of the 
higher classification's salary range is less than 5% above the employee's regular 
salary. In that instance the employee shall be placed at said top step. 

 
3.2.10  Review of Positions 

The Director, Classified Personnel shall review the duties and responsibilities of positions as 
necessary to determine their proper classification and shall cause all positions to be reviewed 
at least once every three years. 

 

If the Director, Classified Personnel finds that a position or positions should be reclassified, the 
administration shall be advised of this finding. If the administration does not revise the duties 
to fit within the current classification, the Director, Classified Personnel shall report his/her 
findings and recommendations to the Commission. 
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3.3 RECLASSIFICATION 

3.3.1 Basis for Reclassification 

The basis for reclassification of any position must be a gradual accretion of duties and not a 
sudden change occasioned by a re-organization or the assignment of completely new duties 
and/or responsibilities. 

 

3.3.2 Requests for Study 

Requests for classification study of existing positions shall be presented to the Director, 
Classified Personnel together with a statement of the reasons for requesting the study. 

 

Requests for study may be initiated by the administration with approval of the Superintendent 
or by employees or employee organizations. 

 

3.3.3 Effective Date of Reclassification 

Reclassification of a position shall become effective on the date prescribed by the Commission 
and shall not have retroactive effect. Effective dates may be set sufficiently in the future to 
allow time for examinations to be completed. 

 
3.3.4 Effect on Incumbents 

Incumbents of positions reclassified upward who have a continuous employment record of two 
or more years in one or more of the positions being reclassified shall be reclassified without 
examination, provided the last performance report in the incumbent's personnel file is 
satisfactory. 

 

Incumbents of positions who have been in the class less than two years and whose last 
performance report is satisfactory will be granted status in the higher class upon passing a 
competitive examination or comparable qualifying examination for the higher class as 
determined by the Personnel Commission. 

 

A qualifying examination under this rule is defined as one in which only incumbents of 
reclassified positions may compete. Incumbents must meet the minimum qualifications, and the 
examination shall be rated as "passing" or "not passing" rather than by a numerical score. The 
Commission shall determine those instances when equity and the good of the service require 
the holding of such examinations. Incumbents who are unsuccessful on an examination may 
be transferred, demoted or laid off. 

 

An employee who has been reclassified upward shall be ineligible to again be reclassified 
upward until at least two years have elapsed from the last upward reclassification. 

 

In the event of reclassification of a position to a lower class, the incumbent shall be reassigned 
to another position in the higher class if such a position is vacant anywhere in the classified 
service; or 

 

1. The incumbent shall have the right to displace an employee in the same class with 
lower seniority in the class; and/or 

 

2. The incumbent shall have the right to displace an employee with lower seniority in any 
equal or lower class in which the incumbent formerly served and held permanent 
status; and/or 

 

3. The incumbent accepts the reclassification of his/her position. 
 

Incumbents of positions reclassified to a class of the same level shall be granted status in the 
new class without further examination. (Reference Education Code 45285 + AB 1070) (Revised 10/09/03) 
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3.3.5 Reemployment List for Displaced Incumbents 

Any displacement of a permanent employee resulting from a reclassification of a position, 
positions, or class of positions shall be considered a layoff for lack of work, and an appropriate 
reemployment list will be established in accordance with these rules. 

 

This rule shall be followed in all instances of reclassification whether it results in upgrading, 
downgrading, lateral class movement, bumping, or complete displacement of incumbents. 

 
3.4 REORGANIZATION 

Positions created or changed as a result of reorganization or the assignment of completely new 
duties/responsibilities or duties/responsibilities unrelated to those which the position was classified to 
perform shall be filled through the normal selection process as provided in these rules. 

(Reference Education Code sections 45285 and 45285.5) (Revised 07/18/02) 
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