
Appendix 14

Office of Classification and Salary Administration and HRIS
This system is responsible for the classification/reclassification of positions and the processing of cost of living increases and salary increments.  There are currently two systems which generate data for the unit to use: ABRA, which tracks people and PCS which tracks positions.  These systems are not integrated, so both systems must be accessed separately to support the actions required by the unit.

· Reclassification Process – this includes the reclassification of positions.  Each position reclassification request is manually tracked through the use of an MS Excel spreadsheet;

· Mass Changes/Pay Increase – this function represents the processing of the semi-annual increments and annual COLA increase as well as other mass pay changes.  This may be performed in conjunction with the reclassification process (i.e. results of occupational study);

· Non-Competitive/Interchangeable Reclass – this type of reclassification is a routine action based on “time in job” and demonstration of certain competencies;

· Acting Pay – this function represents the adjustment of an employee’s salary, while an employee is temporary filling the role of a higher paying position.
As the Judiciary moves to the new system, the vision of this Unit is to automate key components of the process: mass change/pay increase, the implementation of workflow within the reclassification and acting pay processes, and the generation of cost impact/management-related reports.  Based on the outcome of the Judiciary’s Future Business Process Joint Application Design (JAD) sessions, the Future Classification and Salary Administration Model includes the following processes:

· Reclassification  

· Mass Change/Pay Increase  

· Non-Competitive/Interchangeable Reclass

· Acting Pay

· Management Reports 

The detailed workflow of each process is given below - Future Classification and Salary Administration Model of the RFP.

CLASS AND SALARY ADMINISTRATION FUTURE PROCESS FLOWS - FINAL
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[image: image5.emf](CC_4) Non Competitive Interchangeable Reclass
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[image: image6.emf](CC_5) Management Reports/Queries
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