
CLASSIFICATION PROCESS FLOW CHART 

 

CSO 
 Reviews position and 

conducts audit if 
necessary 

 Prepares and distributes 
analysis/decision letter to 
request originator with a 
copy to employee�s  
manager, if EOR and HR 
Director or designate 

 Enters decision in SAP  
 Gives complete package 

back to Admin Assistant 
for logging of final result 
and filing 

If request originator is not satisfied 
with end result, they may contact the 
CSO to further discuss the decision 

Request originator 
not satisfied, they 
may file an appeal 
with the Secretary to 
the CSC Board 

Secretary to the CSC 
Board advises 
Compensation Services 
and Department of appeal 
and contacts the MGEU  

MGEU responds with 
rationale for appeal 

Appeal hearing is held 

Secretary to CSC Board 
schedules appeal hearing 

Secretary to CSC Board issues 
award citing Board�s decision 

HR Consultant 
communicates 
impacts to employee�s 
pay (if necessary) & 
CSO enters decision 
in SAP 
 

HR Consultant 
communicates 
impacts to 
employee�s pay (if 
position occupied 
and if necessary) 
 

Request 
originator 
satisfied, HR 
Consultant 
communicates 
impacts to 
employee�s 
pay (if position 
occupied and if 
necessary) 
 

Admin Assistant 
 Reviews submission for completeness 
 Sends acknowledgement to request 

originator, employee�s manager (if 
EOR) and HR Director or designate 
(identifying any missing pieces of the 
submission) 

 Logs request 
 Forwards submission to assigned CSO 

Employee 
originated request 
(EOR) 

Compensation 
Services 
originated request 

Management 
originated request 
(MOR) 

CSO issues 
summary of 
decision to HR 
Directors for 
distribution to 
HR staff 

 Consultative role of HR 
 Classification process 

requirements. 
 Developing Position 

Descriptions. 
 Clarification/Interpretation 

of classification 
specifications. 

 Selecting the most 
appropriate classification 
to request. 

 Prioritization of 
classification requests. 

 Appeal process. 
 


