
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Division/ 

Department Head 

and Supervisor 

Approval? 

YES 

NO 

START 

Supervisor confers 

with Division/ 

Department Head 

Employee brings 

Position Reclass 

Request to their 

supervisor/manager 

Employee gathers necessary 

Position Reclassification Request 

documentation: 

• Class Change Worksheet 

• Original Position Description if 

available 

• Updated Position Description 

Supervisor sends the Position 

Reclass Request to Human 

Resources (HR) 

Employee sends their request to HR 

  

Can be sent to HR Inbox, HR Analyst 

(HRA), or HR-Services (HR-S) 

Manager.  

HR Receives the Position 

Reclassification Request 

Position Reclassification Request 

sent to HR-S Manager,  

they review 
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HR-S Manager sends reviewed 

request to Admin Staff to log and 

create file 

Admin Staff 

enter request 

into log 

Record date 

received 

Creates physical file including: 

• Position Description 

• Class Change Worksheet 

Emails HR-S 

Manager a copy 

when complete 
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HR-S Manager 

assigns Position 

Study Request to 

HRA (by agency) 

 

Outlines who to 

interview if unclear. 

HRA sets up 

meetings:  

First – with the 

employee’s 

Supervisor 

Second – with the 

Employee 

May set up 

additional meetings 

with other staff as 

needed 

HRA meets with  

HR-S Manager to 

discuss findings and 

determine whether 

additional 

interviews are 

needed 

HR-S Manager 

identifies other City 

of Madison 

comparable 

positions 

HRA drafts final memo 

HR-S Manager gives final 

approval 

Goes to Resolution Adoption 

(Phase 4) 

HRA drafts memo 

HR-S Manager approves draft 

HRA sends memo draft to 

Employee’s Supervisor 

Supervisor provides feedback 

Confirm/Accuracy/Questions 

Revised memo shared with 

Employee by Supervisor 

HRA incorporates feedback 

into memo 

Are there 

other 

comparables? 
YES 

NO 

Goes to Appeal 

Process (Phase 3) 

WITHDRAWL 

Does the 

Employee want 

to Appeal? 

YES 

NO 

Allows for Position 

Restudy within 3 years 

HRA draft 

denial memo 

Determine 

Reclassification 

decision 

RECLASSIFICATION 

DENIAL 

END 

WITHDRAWL 
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Within 10 business 

days from when 

the Supervisor 

shared the memo 

with the 

Employee… 

Employee can 

appeal HRA decision 

to HR Director 

HR Director reviews Employee 

Appeal and HRA study, and 

conducts their own audit. 

 

Individual audit similar to the HRA 

Position Study Steps (Phase 2). 

Employee provides 

HR Director with 

their reason for 

appeal 

HR Director  

reviews memo 

Employee 

decision… 

REJECTS HR DIRECTOR 
RECOMMENDATION –  

APPEALS TO PERSONNEL BOARD 

ACCEPTS HR 

DIRECTOR 

RECOMMENDATION 

Goes to 

Resolution 

Adoption  

(Phase 4) 

Personnel Board (PB) 

reviews all materials: 

• HRA Memo 

• Employee Appeal 

• HR Director 

Response 

END 

HR Director 

decision… 

UPHOLDS HRA 
STUDY RESULT 

MAKES ALTERNATIVE 

RECOMMENDATION 

HR Director 

denies appeal 

HR Director drafts up 

response to Employee 

 

Within 10 days. 

PB 

decision… 

DETERMINES HR DIRECTOR  
STUDY IS SOUND 

RETURN TO HR FOR 

FURTHER STUDY 

Goes back to HRA to conduct 

further studies for all 

positions in the City similar 

to the position in question. 

(Phase 2) 

Goes to Resolution Adoption (Phase 4) 

May move to resolution adoption (Phase 4) if a reclassification 

is recommended but differs from Employee expectation.  
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HRA drafts 

resolution for 

Legistar 

Final memo & 

resolution sent to 

HR Admin Staff to 

input into Legistar 

HR Admin Staff 

creates PB agenda 

Resolution and 

memo introduced to 

Common Council 

(CC) 

PB meeting 

 

HRA, HR-S Manager, 

& PB in attendance. 

Open to public.  

PB agenda 

approved items 

sent to Finance 

Committee (FC) 

PB 

decision… 
APPROVES 

RECOMMENDATION 

DENIES 
RECOMMENDATION 

FC approves  

 

HRA, HR-S Manager, 

Employee Supervisor in 

attendance.  

Final approval by 

Common Council (CC) END 


