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HR Mgr NameSupv Name/Title

Union Representative Notified

Agency/Location

Employee Name Employee ID #

Work Unit

Date Notified

Supervisor’s Signature                                                Date

Appointing Authority Signature                                    Date

Human Resources Manager Signature                Date

Approved by:

Human Resources 
  
  
  
  
  

Personnel 
Records

Within DOC - Employee Meets Minimum Qualifications of Assignment

 Work out of class differential is paid to an employee when a manager/supervisor assigns 
duties at a higher level classification for a limited period of time, or a differential paid pending 
official upward reclassification of the employee's position. 
  
Instructions:   
1.  Attach this form along with the appropriate documentation as described below. 
2.  Send this form and attachments to the Human Resources Office. 
3.  Written approvals/signatures are required before the employee begins the assignment. 

  
WORK OUT OF 

CLASSIFICATION 
(WOC)

Type of WOC Assignment

New End Date
Original 
Expected End DateEXTENSION

Original 
Begin Date

NEW     OR

Pending Upward ReclassificationAssignment of higher level duties for a limited period of time  OR

Current Position

Employee's Position #

Current RDC Number

Current Cost Center

Current Repr Code

Current Class Number

Current Classification Title

Current Salary Range #

Current Pay

WOC  Position

Position # (required for backfill)

RDC Number

New Cost Center

WOC Repr Code

WOC Class Number

WOC Classification Title

WOC Salary Range #

All WOC submissions must be accompanied by the following documentation:

BACKFILL:  Employee is backfilling behind an employee on leave/rotation etc. and is assigned ALL the duties of the higher level position 
as supported by the attached position description signed by the appointing authority.

ASSIGNMENT OF HIGHER LEVEL DUTIES FOR LIMITED PERIOD:  Attach employee's current position description and a written 
description of WOC duties signed by the appointing authority.

PENDING UPWARD RECLASSIFICATION:  Attach position description signed by the employee and appointing authority AND 
classification analysis supporting the higher level classification.

Proposed Effective Date of 
WOC assignment (M/D/Y) 

Anticipated End Date of 
WOC assignment (M/D/Y) 

(This section to be completed by HR staff.)   
  
Please refer to CBA or HRSD State Policy 20.005.10

WOC DIFF Amt

5 %

1st step of higher class

next higher rate in higher class

WOC Type:

WORK OUT OF CLASS AUTHORIZATION
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.\HRandSeal.png
Supervisor’s Signature                                                Date
Appointing Authority Signature                                    Date
Human Resources Manager Signature                Date
Approved by:
Human Resources
 
 
 
 
 
Personnel
Records
Within DOC - Employee Meets Minimum Qualifications of Assignment
         Work out of class differential is paid to an employee when a manager/supervisor assigns duties at a higher level classification for a limited period of time, or a differential paid pending official upward reclassification of the employee's position.
 
Instructions:  
1.  Attach this form along with the appropriate documentation as described below.
2.  Send this form and attachments to the Human Resources Office.
3.  Written approvals/signatures are required before the employee begins the assignment.         
 
WORK OUT OF CLASSIFICATION
(WOC)
Current Position
Employee's Position #
Current RDC Number
Current Cost Center
Current Repr Code
Current Class Number
Current Classification Title
Current Salary Range #
Current Pay
WOC  Position
Position # (required for backfill)
RDC Number
New Cost Center
WOC Repr Code
WOC Class Number
WOC Classification Title
WOC Salary Range #
All WOC submissions must be accompanied by the following documentation:
(This section to be completed by HR staff.)  
 
Please refer to CBA or HRSD State Policy 20.005.10
WOC Type:
WORK OUT OF CLASS AUTHORIZATION
HR
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WOC agreement - DOC - CD1370B
WOC agreement CD1370B
1-8-10
	HRMgrName: 
	SupervisorName: 
	UnionRep: 
	AgyLoc: 
	EmployeeName: 
	EmployeeID:   OR
	WorkSite: 
	DteNotified: 
	PrintButton1: 
	typeofWOCAssignment: 
	NewEndDte: 
	OrigExpectEndDte: 
	Extention: 0
	OrigBeginDte: 
	New: 0
	PendingReclass: 0
	LtdtimeAssignmt: 0
	C-POSNO: 
	C-RDC: 
	C-COSTCTR: 
	C-REPR: 
	C-CLASSNO: 
	C-CLS-TITLE: 
	C-SR: 
	C-PAY: 
	W-POSNO: 
	W-RDC: 
	W-COSTCTR: 
	W-REPR: 
	W-CLSNO: 
	W-CLS-TITLE: 
	W-SR: 
	BACKFILL: 0
	LTDPERIOD: 0
	PEND_RECLASS: 0
	ProEffDte: 
	ProEndDte: 
	WOCAMT: 
	FIVEPCT: 0
	FIRSTSTPHI-CLS: 0
	NXT-HI-CLASS: 0



