Classification and Pay Program
Policies and Procedures

Scope: Who is Covered by this
Policy?

Classified Staff

Policy

Classification Plan

The University shall establish, and may modify or rescind, a job classification and pay
plan for all positions in the classified civil service at Miami University. The University
shall group jobs within a classification so that the positions are similar enough in duties
and responsibilities to be described by the same title, to have the same pay assigned,
and to have the same level of qualifications for selection applied. In some cases, the
physical requirements for a classification may vary based upon the essential duties
assigned within the work unit.

Classification titles are assigned to each classification within the classification plan, but
specific positions may be assigned parenthetical titles to further describe the types of
duties performed. The University shall describe the duties and responsibilities of the
class, establish the qualifications for being employed in each position in the class, and
file with the state a copy of specifications for all of the classifications. The University
shall file new, additional, or revised specifications with the state.



Pay Zones




Starting rates above the minimum, but not exceeding Market Reference Point A shall be
subject to department head approval. Starting rates exceeding Market Reference Point
A shall be subject to vice president (or designee) level approval.

Hiring Rates Reemployment

A non-probationary classified employee who resigns or retires from the University and is
reemployed into the same classification within one year from the date of such
resignation or retirement, shall receive the same base rate and premium rate of pay at
the time of resignation or retirement. If an employee is reemployed within a one year
into a difference classification, the employee shall be treated as a newly hired employee
for pay purposes, except that the employee shall retain the premium pay. Employees
who are rehired after one year shall be treated as new hired employees for pay
purposes, except that the employees will retain their premium pay if rehired within two
years.

Hiring Rates Reinstatement

An employee who has been reinstated after being laid off or displaced as a result of
reduction in force, shall receive the same base rate and premium rate of pay at the time
of his/her layoff. Any general pay increases that occurred during the layoff period will be
applied to the employee’s base rate.

Upward Movement (Promotional
Increases)

In cases where an internal candidate receives a promotion either through the job audit
or hiring process, the base rate shall be adjusted upward by 4% or to the minimum of
the new zone, whichever is greater; for each succeeding zone movement thereafter, the
base salary shall be increased by an additional 2% or minimum of the new zone,
whichever is greater.

Where an internal candidate receives a promotion through the hiring process, a starting
base rate may be greater than the typical promotional rate, but not exceed Market
Reference Point B. Criteria for determining when such an exceptions, known as zone
penetration, may be made must be documented and shall include one or more of the
following: qualifications of the candidate, number of qualified applicants identified, cost












A job audit is the formal review of the current duties and responsibilities assigned to a
position to ensure that the position is in the appropriate pay zone and job title.

Audits are conducted by the department of human resources based on a request from
the department or the non-probationary employee. The audit request shall include the
name of the employee whose position is to be audited, the name of the employee’s
immediate supervisor and a current position description reflecting the duties currently
being performed by the employee.

If the supervisor did not review the request prior to submission, the Department of
Human Resources will forward the form. The supervisor has five working days to
complete his/her review and return the job analysis questionnaire to Human Resources.
If the supervisor does not complete his or her review within five working days, Human
Resources will continue with the audit process.

An on-site audit may be conducted in person or by video conference. At the time of an
on-site audit, the employee, the employee’s immediate supervisor, and other persons
as deemed by Human Resources necessary shall be interviewed. If any party refuses to
attend on-site audit interviews Human Resources shall render a decision based on the
information and documentation submitted.

Position audits shall examine the duties currently performed. The audit report reflects
duties at the time of the audit and shall reflect any change in duties if such has occurred



The decision rendered may be appealed to the Department of Human Resource by the
employee. The appeal must be submitted in writing within thirty (30) calendar days of
the date of determination by Human Resources. The Department of Human Resources
will conduct a second audit and render a determination. The results of the appeal are
final.

Related Form(s)

Not Applicable.

Additional Resources and Procedures

Not Applicable.

FAQ

Not Applicable.
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