Re:  IT Classification Project

Dear Employee:

We are kicking off the IT Classification Project for the State of Ohio.  This project will consist of reclassifying all IT bargaining unit classifications into the new classification system by XXXX.  Many of you have either heard about or been involved in this project.  This letter is to help you gain a better understanding of how this project originated, the process to re-class, timeframes and your responsibility as an employee.

The DAS Classification and Compensation website http://das.ohio.gov/Divisions/HumanResources/OrganizationalDevelopment/ClassificationandCompensation/ITClassificationProject/tabid/145/Default.aspx provides all the detail needed to become familiar with this project.  In the left hand column is an IT Presentation link which includes an overview of the project.  There is also a Transition Toolkit with numerous forms including the Duties Identification Tool (DIT).  The DIT will need to be completed by each bargaining unit employee.  Also listed in this column under Final Specifications are the new class specifications to include:  Software Development, Business Process Analysis, IT Architect Consultant, Database Administration, Information Technologist, and Infrastructure.  

Please visit the website and begin the process of completing the DIT.  It is very important that the DIT is completed for each employee because the information contained in this document will be used to reclassify all employees into the new series.  When completing the form, only document what you are currently doing.  This process is not to examine what you can do, would like to do or are capable of doing.  The reclassification process will occur based on your current duties.  Please do not include duties, skills or certifications that were used for previous positions or that you think will be needed in the future.  Once the DIT is complete, please print the form, sign it and mail it to your immediate supervisor by XXXX.  Your supervisor will then review the information and make his/her comments regarding your information.  Your supervisor will return their comments to you and you will have one week to make a rebuttal if necessary.  After that process is complete, please mail the complete document to XXXX at address XXXX or email XXXX.

It is extremely important that you complete the DIT and return the document to your supervisor by the due date.  If you do not have access to a computer, please call me to obtain a printed copy of the DIT.  If you have any questions regarding the process, please contact me or your union representative.  

	AGENCY TRANSITION PERIOD 

	Date
	

	
	Letter to all IT Employees

	
	Training(s) on the DIT – Employee and Supervisor

	
	Training for HR-LR-Staff reps, etc. 

	
	Duty Identification Tool (DIT) sent to Employees for completion

	
	DIT returned to Supervisor for review; Supervisor to complete their section

	
	DIT returned to Employee for rebuttal

	
	DIT packet reviewed by management designee; complete their section

	
	DIT packet returned to and reviewed by CIO and Agency Committee

	
	Agency and Statewide Oversight Committee status meeting 

	
	Final Allocation list distributed to Statewide Oversight Committee for review

	
	Employees notified of new classification and position description


Sincerely,

HR XXXX

