Procedures for Requesting Work-out-of-Class
Oregon Military Department
(Attachment 1)  
1.
REFERENCE.  AGP Policy 99.500.03  

2.
PURPOSE.  To ensure work-out-of-class is assigned to employees in a uniformed manner and consistent with State personnel policy or applicable collective bargaining agreement.

3.
DEFINITION.  Work-out-of-class is a temporary assignment of an employee to perform essentially all of the duties, responsibilities, and authority of a position classified at a higher salary level.
4.
APPLICABILITY.  Any (qualified) classified  represented/unrepresented, management service or executive service employee may be assigned work-out-of-class pay consistent with State policy or the collective bargaining agreement that governs.  
5.
ASSIGNMENT.  A supervisor may assign work-out-of-class pay to any employee who meets the minimum qualifications (MQs) for the classification designated for the work being performed.  

6.
DURATION.  Work-out-of-class is a temporary assignment of higher level duties that typically is no longer than 12 months.  For a work-out-of-class assignment that involves a reclassification, the maximum duration assignment is 24 months or the next budget cycle, whichever comes first.  
7.
PROCESS.  Prior to assigning work-out-class to an employee, the supervisor shall contact the State Personnel Office (AGP) to ensure the employee meets MQs for the higher classification and obtain authorization for a rate of pay higher than the standard rate reflected in State policy or applicable labor agreement.   Upon receipt of electronic verification from AGP that the employee meets the MQs and, if applicable, approval for a higher rate of pay, the supervisor shall:

a.  Assign the work-out-of-class to the employee in accordance with State policy or applicable labor agreement whichever is relevant.  The assignment shall be in writing, addressed to the employee, signed by the supervisor, and, at minimum, include:  

   1)  The effective date and expected duration of the assignment; 
    2)  The rate of pay; and
          3)  A full description of the duties and responsibilities of the work to be performed. (For simplicity, AGP recommends modifying an existing position description (same classification as the work to be performed); enter the employee’s name, effective date and “work-out-of-class” in Section 1.d. in lieu of the position number.)
b.  Forward a copy of the work-out-of-class assignment to AGP for processing.   
