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Every slide has notes.  

 Please make sure that you can read the 
notes below the slide when viewing this 

PowerPoint Presentation. 
[Please note that slide show  has 46 slides and 

may take 45 minutes – 1 hour  to view.] 

2014 Window-Period 

Presenter
Presentation Notes
This is the note section for this first slide.  Each slide will have notes attached.If you choose to print the slides with note pages, go to “File,” “Print,” and go to the lower left area under “Print What” and select the drop-down menu to identify that you want Note Pages printed along with the slide.If necessary, go to lower center area and also select “Scale to Fit Paper” to insure that all notes print on your page.
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Welcome to the 
2014 Window-Period 

Orientation 

Presenter
Presentation Notes
The District has an annual Window-Period when employees can initiate or request a review of their current position classification.A position classification review includes Reclassification or Range Reallocation.
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Presented for: 
 

 Employees in the Window-Period 
 Managers and Supervisors 

Reclassification & 
Range Reallocation 

Presenter
Presentation Notes
This process should not be a mystery for employees – so hopefully, this presentation will take away some of that mystery.What is the first thing that comes to your mind when you hear the word “Reclassification?”  When I hear it, I think “emotions.”  It is very clear that this is an emotional process because no matter how many times or how many ways we explain to employees and Supervisors that what we are evaluating are the tasks assigned to the desk or job, if the results don’t come out the way the employee or Supervisor expect, there is an immediate emotional reaction which may go something like this: “They don’t really understand my job; Only those who know how to write well get upgraded; You have to ‘know someone’ to get upgraded.”We will be covering position Reclassification NOT person Reclassification – we will be focusing on evaluation of the job duties and NOT the job performance.With that in mind, our goal today is to make life easier for you by helping you understand what the Reclassification and the Reallocation processes are, and your role in the process so that you can help yourself through it, or if you are a Supervisor or a Manager of an employee initiating a review, you can facilitate the process for your employees.There is a lot to understand about classification review, so let’s continue.
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 What is a “Window-Period?” 
 Roles in the Process 
 What is Classification? 
 Process for Reclassification 
 What is Salary Range Allocation? 
 What is Range Reallocation? 
 Process for Range Reallocation 
 Resources 
 Forms  
 Timeline 
 

Topics 

Presenter
Presentation Notes
This process should not be a mystery for employees – so hopefully, this presentation will  take away some of that mystery.Topics will include:A discussion about what the Window-Period is; The roles of incumbents, Supervisors, Managers, Human Resources, the Analyst/Review Panel, and the Board of Trustees;  What is Classification and why does it exist – including the details of classification descriptions and job (desk) descriptions; The process of Reclassification; What is Salary Range Allocation and how it relates to salary schedules; What is Range Reallocation and how it affects current classifications; The process of Range Reallocation; Various Resources available to help you complete the process.Overview of which one of the two forms you will needWe will review the timeline for the process.
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Window-Period 

Presenter
Presentation Notes
Every year, the District has the Window-Period where employees can initiate or request a review of their current position classification.  This process is not available for faculty and/or temporary/hourly employees.The purpose is To review the duties/responsibilities and knowledge/skills & abilities of the assignment;      Involves a study/review of these elements of the assignment.To review is of the assignment for the appropriate classification;      To find the relationship of the assignment to a group of work.The review is not about the incumbent’s abilities;      The review is not about the incumbent’s history in the assignment or department;      The review is not about the department’s reliance upon the incumbent or the assignment’s duties.The Window-Period process is quite involved and requires a significant amount of time and effort.Reclassification and Range Reallocation in simple terms:RECLASSIFICATION – “I’m not what I am – I am something very different.”RANGE REALLOCATION – “I am what I am – but there are some changes to what I am.”The annual Window-Period is January – February during which contract employees may submit a request for review of the classification or range allocation of their existing position.Employees or their Supervisor/Manager may request this review.There are important deadlines.
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 The annual Window-Period is the time (January – 
February) during which contract employees may 
submit a request for review of the classification or 
range allocation of their existing position. 

Employees or their Supervisor/Manager may 
request this review. 

There are important deadlines. 

What is a Window-Period? 

Presenter
Presentation Notes
Every year, the District has a Window-Period when employees can initiate or request a review of their current position classification.All faculty and any temporary/hourly employees not eligible for this process.Employees or their Supervisor/Manager may request this review.Human Resources will begin accepting Window-Period requests after January 1st.Deadlines:Human Resources accepts Window-Period requests after January 1st.No later than January 31st, employees must communicate with their immediate Supervisor or Manager any intention to initiate a Window-Period review.Requests for review must be submitted by 4:30 pm on the last working day in February.
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The request for review of a position will be 
permitted no more than once in a twenty-
four (24) month period. 

Two Year Rule 

Presenter
Presentation Notes
A position can only be reviewed once in a 24 month period.Example:  A position that was reviewed in 2013, would not be eligible for review until 2015.
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Roles in the Process 

Presenter
Presentation Notes
This process involves a qualifying review of assignment, duties, and responsibilities.
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Roles in the Process 

  Employee 
   Immediate Supervisor/Manager 
   Human Resources 
   Hay Analyst and/or AFT-O.T. Panel 
   Management 
   Board of Trustees 

Presenter
Presentation Notes
Incumbents, Supervisors, Managers, Human Resources, the Hay Analyst/Review Panel, and the Board of Trustees all play important roles in this process.
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What is Hay? 

 Hay Group has worked with SDCCD since 1989. 
 
 Hay Group is a contracted company that specializes in 

reviewing job positions using proven methodologies 
and global knowledge. 
 

 The Hay Group was established in 1943 and has 
grown to be one of the top five largest  management 
consulting firms in the world primarily focused on 
human resources. 

Presenter
Presentation Notes
Methodology is about an evaluation of job content and a resulting internal alignment.Hay works around the state, country and the globe to review jobs similar to ours.



11 

 The AFT Office Technical panel was developed in 
2001 for review of AFT Office Technical positions. 
 

 The Panel uses Hay methodologies of job/position 
evaluation. 
 

 The Panel consists of the Human Resources 
Supervisor/Manager or designee, two (2) 
Classification Facilitators appointed by AFT, and the 
Hay Group analyst 

 

What is the AFT OT Panel? 

Presenter
Presentation Notes
Why use an Analyst?The District uses a contracted company that specializes in reviewing job positions using proven methodologies and global knowledge.Methodology is about an evaluation of job content and a resulting internal alignment.What is the AFT OT Panel?The AFT Office Technical Panel was developed in 2001 for review of AFT Office Technical positions. AFT-O.T. Panel started as a pilot program and is now in full implementation.  All AFT-O.T. positions requiring classification review are be reviewed by the Panel.The Panel uses Hay methodologies of job/position evaluation.The Panel consists of a Human Resources Supervisor/Manager or designee, two (2) Classification Facilitators appointed by AFT, and the Analyst.  The Panel includes two union representatives and two management representatives for a balanced analysis of the position’s review.
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Classification 

Presenter
Presentation Notes
The District has used a classification structure since the late 1970’s.There are approximately 300 Contract and 100 Hourly unique job classifications currently active in our classification plan..
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What is Classification? 

  Grouping of Related Jobs 
 

   Gives Rise to Classification Descriptions  
• Distinguishing Characteristics 
• Define Job Duties 
• Supportive Skills, Abilities and Experience 
  

Presenter
Presentation Notes
WHAT IS CLASSIFICATION?:RECLASSIFICATION – “I’m not what I am – I am something very different.”Classification allows us to take like work and group it into the same classification.  Classification descriptions define in general terms the duties and responsibilities associated with this classification.Keep in mind that the Reclassification process can result in a downgrade as well as an upgrade.
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Classification Description 
Vs. Desk Description 

 Classification Description  
 General overview of duties.  

 
 Desk Description 
 Specific list of duties and responsibilities 

for a specific job/desk (at a particular 
location.) 

 

Presenter
Presentation Notes
CLASSIFICATION DESCRIPTION VS DESK DESCRIPTION:The District Classification Description is a broad brush look at the jobs in the classification – words like “analysis” are used, but the details of what may be analyzed are not included in the classification description.  Sometimes the classification description is referred to as Class Description or Class Spec.The Desk Description would be where you would find the specific tasks and the details of the duties for the position (assignment or desk).   Many desks refer to this as the Desk Manual because it defines how, when and where to perform the duties of this position.  For example: the classification description may say “reviews various reports” and the desk description would say “reviews and analyzes the daily student exception report #1234.”A similar but different document is used by administrators.Job Description	General list of duties/responsibilities for a specific job/desk or group of desks (at a particular location.)The Job Description would be where you would find the general overview of the assignment’s tasks and duties without specific details.   Managers and Supervisors use the Job Description as an aid in organizational structure and employee performance evaluation.
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Classification Description 
Layout 

 Definition - The purpose of the job 
 Distinguishing Characteristics – What makes this 

level different from those above or below 
 Example of Duties – Overview of what may be 

expected to perform anywhere in the District. 
 Knowledge, Skills/Abilities – What a fully 

competent employee needs to successfully perform 
the job.   

 Training/Experience – The usual way to obtain 
the required skills, knowledge and abilities. 

Presenter
Presentation Notes
CLASSIFICATION DESCRIPTIONS:There are FIVE parts to the classification description: Definition; Distinguishing Characteristics; Examples of Duties; Skills, Knowledge and Abilities; and Training & Experience. Remember this is a “broad brush” document – so not all specifics will be included in the description.Distinguishing Characteristics  may not be in every classification description.   Distinguishing characteristics are job family specific. For example Secretary and Sr. Secretary, or Acquisition Accounting Technician and Senior Acquisition Accounting Technician The first 5 or 6 Example of Duties listed are typically the most important of the classification description.  Generally, these will also require the largest percentage of time.Knowledge, Skills & Abilities listed are always supportive of the Example of Duties.Training & Experience listed should be the minimum expected for entry to any position in this classification.
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Distinguishing Characteristics 

 Acquisition 
Accounting 
Technician 
 

  vs.  
 

 Senior Acquisition 
Accounting 
Technician 

Presenter
Presentation Notes
DISTINGUISHING CHARACTERISTICS:Example: Senior Acquisition Accounting Technician has the responsibility to serve as a permanent lead worker over three or more contract employees on a ongoing basis.Distinguishing Characteristics help tell between higher and lower classifications within the same job family or career ladder.
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Presenter
Presentation Notes
Here is the classification description of the Senior Acquisition Accounting Technician that shows the Distinguishing Characteristics.The following classifications are in the Accounting family (part of the career ladder):Range	Class Title 15		Account Clerk19		Senior Account Clerk20		Acquisition Accounting Technician21		Accounting Technician23		Senior Acquisition Technician
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Reclassification 

Presenter
Presentation Notes
Reclassification is a complete review of ALL the duties and responsibilities of one job. (Uses the 10-page PDQ.)
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Reclassification 

A  Job/Position could be considered for 
Reclassification if the job has changed so 

much that the duties and responsibilities  no 
longer match the current classification.   

Presenter
Presentation Notes
Reclassification:There may be a a gradual growth of duties and/or responsibilities over a period of time – typically a few years.  You may find that you are doing tasks and duties which are not performed in your classification.  There is a short term solution if a Manager or Supervisor assigns you work which is not in your classification – this short term solution is called “out of class.”  Occasionally, however you may find that tasks have been permanently added – this is when you might consider a Reclassification.
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Reclassification is NOT: 

  A  means to give a 
promotion or a raise. 
 

  A  statement about 
the talents and/or 
performance of the 
employee. 

Presenter
Presentation Notes
Classification is about the work and NOT the person doing the work.This is not a tool to give salary increases or promotions.  While it would be wonderful to be able to reward a high performer with a promotion, our current compensation programs is not based on performance.It is not an application process, it is about the current and permanent duties of the job.
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Reclassification Steps 

1. Employee acquires the Position Description 
Questionnaire (PDQ) form from District’s Public 
Folders. 

2. Employee identifies duties not within the current 
classification description, completes the PDQ and 
submits it with all required signatures during the 
Window-Period.  

3. Employee’s immediate Supervisor, Manager and 
President/Vice Chancellor must affirm accuracy 
before submission to Human Resources. 

Presenter
Presentation Notes
Reclassification Steps: Slide #35 displays the Public Folders in Microsoft Outlook e-mail, accessible from any SDCCD networked computer or the Internet using the SDCCD login.The PDQ requires detailed documentation of the current duties and responsibilities of the position assignment.  The listing of duties must be comprehensive and an asterisk* is used to designate the items/tasks which are different outside of your current classification.Document job duties for the Reclassification request on the Position Description Questionnaire (PDQ).  Do not copy the current classification description.  After filling out your information, you will need to route the PDQ to your Supervisor, Manager and President/Vice Chancellor to confirm the information.Monitor due dates and timelines – all items are date/time stamped when they are received in the District office. Make sure all required signatures are obtained. Make sure you follow the signature path as necessary.  Send PDQ to Human Resources, complete with all signatures.The completed PDQ must be submitted with all required signatures and affirmations on or before 4:30 pm on the last working day in February.
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Reclassification Steps 
4. Human Resources reviews to determine if complete 

and if it has sufficient information to move forward. 

5. PDQ goes to the Hay Analyst/ AFT-O.T. Panel for 
review. 

6. Hay Analyst/ AFT-O.T. Panel meets with incumbent 
and Supervisor(s) to ensure complete  job information 
and clarity. 

7. Hay Analyst/ AFT-O.T. Panel makes a 
recommendation regarding classification and notifies 
Human Resources.  HR will forward the information 
to principals. 

 

Presenter
Presentation Notes
Reclassification Steps: Human Resources will review to ensure completeness and timeliness.If not enough information is provided, the PDQ will be returned for completion and resubmission if deadline allows.If the PDQ is complete, Human Resources will examine the content to determine if appropriate for a reclassification or range reallocation.If the PDQ does not provide enough exceptions from the current classification, then a letter is sent to the employee to explain why it will not continue in the Window-Period process.If Human Resources determines that the request is appropriate for review, then the PDQ is routed to the Hay Analyst or AFT OT Panel for Review.The position’s current employee unit determines whether the  review will be conducted by the Hay Analyst or AFT OT Panel.If there is compelling reason to further review, an interview meeting is scheduled with the incumbent, their Supervisor/Management and the Hay Analyst or AFT TO Panel.After the interview/meeting, the Hay Analyst or AFT OT Panel forwards their recommendation to Human Resources.Human Resources copies the recommendation and distributes to the incumbent, their Supervisor/Manager(s), appropriate Business Managers and President/Vice Chancellor. 
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Reclassification Steps 

8. President/Vice Chancellor has the opportunity to 
accept the recommendation or change the duties 
to maintain the current classification.  
 

9. Managers and/or incumbents (other than AFT-
O.T. positions) may appeal if unsatisfied with 
the recommendation.  
 

10. Approved by the Board of Trustees 
 

Presenter
Presentation Notes
Reclassification Steps: President/ Vice Chancellor may decide to remove duties that are out of the classification or reorganize the department in order to maintain the current classification.The appeal process is very limited.  Please note slide 43.All Reclassifications must be approved by the Board of Trustees (including changes in salary range).  This generally is through the submission of a Board Docket.  The Window-Period Board Docket is created by Human Resources.
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Salary Range Allocation 

Presenter
Presentation Notes
Salary Range Allocation is the assignment of classifications in relationship to others on the salary schedule using the Hay methodology.
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Salary Range Allocation is the ranking of a 

classification within a salary structure. 

What is Salary Range Allocation? 

Presenter
Presentation Notes
Salary Range Allocation:Salary Range Allocation is related to the classification evaluation review of a position.  The Hay methodologies establish points through the evaluation of the classification for internal alignment within the SDCCD classification plan.  The total of these points fit within a salary range.Current salary structure and salary schedule ranges were established in 1989 & 1990 for the Management, Supervisory, Office Technical, Confidential, and Food Service classifications using the Hay methodology.  Hay Methodology does not set the salary – the District does through the bargaining process.
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Range Reallocation 

Presenter
Presentation Notes
Range Reallocation is the process of adjusting a position to a more justifiable pay range.RANGE REALLOCATION – “I am what I am – but there are some changes to what I am.”
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What is Range Reallocation? 

  Range Reallocation is a review of the changes 
in the classification that would affect the salary 
range placement. 

  Applies to ALL positions in the classification.  

Presenter
Presentation Notes
Range Reallocation:When employees of a particular classification believe that their classification has had significant and permanent changes or a major impact to the work assigned to that classification, a Range Reallocation review may be initiated. (For example, changes in supervision, regulatory changes or adding a substantial on-going process.)A Range Reallocation will always apply to all positions in the classification.  One position in a classification can not have a different range allocation than other positions in the same classification.  For example, one of 45 Senior Clerical Assistants cannot ask for a Range Reallocation for that one position.  Similarly, 50% of the positions can’t ask for a different range allocation than the other positions in that class. It must apply to ALL positions in that classification.
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Range Reallocation  Process 

 The process for Reallocation is the same as the 
process for Reclassification (refer to the 
previous slides numbered 21 thru 23)   
 

 The only difference between the two processes 
is the form that is used. 

Presenter
Presentation Notes
Range Reallocation:The process for Range Reallocation is the same as for Reclassification except the forms are different because a Range Reallocation simply requires the review and analysis of any additional duties and responsibilities of a classification. (Uses the two-page Range Reallocation Request form.)(Please refer to slides 21-23 for the process.)
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Range Reallocation 

Three  Primary  Components 

 Know-How 

 Problem Solving 

 Accountability 

Presenter
Presentation Notes
Range Reallocation:The Hay process gives us the ability to compare unlike jobs with each other by rating them on these three factors.
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First Primary Component 

Know-How 

SPECIALIZED
TECHNICAL

PLANNING
AND
ORGANIZING

HUMAN
RELATIONS

Presenter
Presentation Notes
Range Reallocation: (1st Primary Component)KNOW-HOW is the sum total of all knowledge needed for the job, no matter how it is obtained.  It can be through course work, work experience, apprenticeship, District training or many other methods.  KNOW-HOW is broken down into three factors: Specialized Knowledge – ranges from basic knowledge of the most simple work to unique and authoritative knowledge within a multitude of subject areas.Planning and Organizing – ranges from performing fewer and simpler tasks to performing and intergrading major functions affecting change in the operations.Human Relations – ranges between participating, directing and guiding, to convincing and authoritative. 
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Second Primary Component 

Thinking Challenge 
 
Thinking Environment 

 

Problem Solving 

Presenter
Presentation Notes
Range Reallocation: (2nd Primary Component)The second factor is PROBLEM SOLVING.  The principle here is that we think with what we know, so problem solving and know-how are linked. PROBLEM SOLVING is broken into two areas – Thinking Challenge and Thinking Environment.  Thinking Challenge describes the mental effort required of the employee in the job to come to conclusions, make decisions, provide answers or consider new things.Thinking Environment describes the degree of freedom permitted in the job to initiate the thinking process as a result of external conditions (i.e.: laws, science, nature, business), as well as internal organizational conditions (i.e.: policies, procedures, practices, etc).  
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Third Primary Component 

  Freedom to Act 
  End Result (Magnitude) 
  Impact 
 

Accountability 

Presenter
Presentation Notes
Range Reallocation: (3rd Primary Component)The third factor is ACCOUNTABILITY.  This factor looks at the freedom to act that the position has – the degree of personal control allowed by the organizational framework.  It includes the impact the job has on the end results and how much of the organization is affected (magnitude) by the jobholder’s accomplishments of the job’s basic purpose.The degree of personal or procedural control: for example the Chancellor has the ability to initiate a program (compared to an employee who follows a strict set of procedures to accomplish his/her job) Degree of control and guidanceDegree of position’s ability to affect the end resultSignificance of the resulting impact to the DistrictThe points for each of these Primary Components are added together for a total score.  That total score determines what range a classification is placed on – with each salary range having a range of points.
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Resources 

Presenter
Presentation Notes
There are many Resources available for employees (and Supervisors/Managers) to help guide them through this process.
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Resources 
Classification Description (Click Here) 
Public General Information & Forms (Click Here) 

  (\District Offices\Human Resources\Employee Relations\Classification & Position Control\Reclass and Range Reallocation)  

• PowerPoint 

• Screen Print Guide 

• Should I or Shouldn’t I? checklist 

• FAQs 

• Checklist 

• Dos / DON’Ts 

• FORMS in MicroSoft Word 

Presenter
Presentation Notes
The biggest Resource for the incumbent will be the current classification description.  This document will allow the incumbent (as well as the Supervisor/Management) to pinpoint the duties that do not fall within the current classification that they are assigned.Updated classification descriptions are available on the Internet.  To see SDCCD classification descriptions go to www.sdccd.edu/hrpublic and select Classification Descriptions, or view this PowerPoint presentation in the slide show mode and the “click here” links noted in this slide (#34) will become active.Most of the many Resources are contained within the Public Folders of Microsoft Outlook.  To use the Public Folders link on this slide you will need to be on a District-networked computer.  You can also access District Outlook access using Internet capabilities in order to access these files in the Public Folders. 

http://hr.sdccd.edu/classification/classdesc.cfm
http://hr.sdccd.edu/classification/classdesc.cfm
http://hr.sdccd.edu/classification/classdesc.cfm
http://hr.sdccd.edu/classification/classforms.cfm
http://hr.sdccd.edu/classification/classforms.cfm
http://hr.sdccd.edu/classification/classforms.cfm
http://hr.sdccd.edu/classification/classforms.cfm
http://hr.sdccd.edu/classification/classforms.cfm


Public Folder  
PowerPoint Presentation 
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Presenter
Presentation Notes
To access these Resources in Microsoft Outlook on a District computer, you will drill down through the folder list as noted below.View	Folder ListORGo	Folder List Under the  Public Folders: Select All Public FoldersSelect District OfficeSelect Human ResourcesSelect Employee RelationsSelect Classification & Position Control Select Reclass and Range Reallocation
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This is one of many 
informational forms 
that can be viewed in 
the Public Folders. 

Presenter
Presentation Notes
This self-help form assists you in deciding whether or not you are eligible for the Window-Period Process.Please, do not submit any of the informational forms.  They are for your assistance only.
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Forms 

Presenter
Presentation Notes
There is only one form submitted to initiate the Window-Period review of a position.The following forms are the pieces to submit when requesting a Window-Period review:
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Forms Overview 
 Reclassification (PDQ) 

1. How the job (or the Department) has changed 
2. Specific information regarding the job 

duties/responsibilities 
3. Your positions role in the function and in the 

District. 
4. Examples of contacts, files, budgets, etc. 

   Range Reallocation (Reallocation Request Form) 
1. What has been added to your current job or 

classification? 

Presenter
Presentation Notes
You will only need one of these two forms to initiate the process.The processes (Reallocation or Reclassification) are the same, but the forms are different.  To determine which form you will need, please review slides 21-23 and 27-28.On the forms, give us the details.  Tell us what you do.  Please do not copy the current classification description.
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Forms Overview 

 PDQ & Reallocation Request Form  
 
 Requires your signature 
    AND 
 Requires the signatures of your immediate 

Supervisor, the department Manager, the 
Vice Chancellor, or the Vice President of 
Administrative Services and the President. 

Presenter
Presentation Notes
Signatures are required on the form you submit.  If a form is submitted without the required signatures it will be returned.Only campus positions will require the Vice President of Administrative Services.
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Reclassification Form (PDQ) 

 Position  Purpose  &  Organization  Structure 
• What & Why 

 Position  Accountabilities 
• Freedom & Impact  

 Problem  Solving  and  Decision-Making 
• Scope & Challenge   

 Leading  and  Supervising 
• Who & When 

Presenter
Presentation Notes
Each of these bulleted items are addressed in the PDQ form.  Specific examples or details are required on the form.
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Reclassification Form (PDQ) 

 Qualifications Required 
 

 Working  Conditions 
 

 Additional  Comments  
 

 Signatures 

Presenter
Presentation Notes
Each of these bulleted items are addressed in the PDQ form.  Specific examples or details are required on the form.
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Reallocation Request Form 

 Reasons  for  Request 
 

 Significant  Changes/Impact  
 

 Signatures 

Presenter
Presentation Notes
This is a much smaller form because we only need to know what has been added or had a significant change.
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Appeal 

 Reason(s)  for  Appeal 
• Specific  points  that  were  not  understood 

• Only functional areas that have been previously 
included in this Window-Period process may be 
addressed in the appeal. 

 
 ALL Signatures required 
 

Presenter
Presentation Notes
Please tell us the reason for the Appeal.Be specific about the points that you felt were not understood by AFT OT Panel/Hay Analyst.No new information may be presented.Deadline: 15th calendar days after receipt of the recommendation.Once again, all signatures will be required.AFT/ OT employees do not have the option to appeal.  (Except, if the Hay Panel determines after meeting with the unit member that the position should be downgraded, a subsequent mandatory meeting will be held with the Classification Panel, unit member, Supervisor, and next level manager prior to a final decision being rendered.)  Appeal process includes preliminary review made by Human Resources before proceeding to the Hay Analyst.
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Timeline 

Presenter
Presentation Notes
There are important timelines that may or may not include deadlinesDeadlines are addressed in prior notes and slides.
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Timeline 

 Discuss with Supervisor          January 31st 

 Submission of forms      January – February 

 Human Resources Review     March  

 Interviews     March/April 

 Appeals (if allowed)   May/June 

 Presentation to Board       June 

 Effective Date of Change (except for appeals)   July 

Presenter
Presentation Notes
Generalized calendar (subject to change)There are important timelines that may or may not include deadlinesDeadlines are addressed in prior notes and slides.   This is a comprehensive overview of the information and resources you will need to effectively and efficiently prepare for the Window-Period process.  Our goal with this PowerPoint presentation is to provide thorough information and easy guidelines for you to access at your convenience.Thank you.
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The End 

Presenter
Presentation Notes
This is a comprehensive overview of the information and resources you will need to effectively and efficiently prepare for the Window-Period process.  Our goal with this PowerPoint presentation is to provide thorough information and easy guidelines for you to access at your convenience.Thank you.
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