
  

    
   

   

   
 

 
 

 
 

 
  

 
 

 
 

  
 

    
   

  
 

 
  

 
  

 
  

  
    

 
 

  
   

 
  

   
 

 
 

 

 
 

 

Job Audit Review Process 
CWA Bargaining Unit Members 

The job audit review process (JARP) is a Communications Workers of America Local 4501 
(CWA) bargaining unit member initiated process as opposed to the classification review 
process which is initiated by the University. The determination of whether the bargaining unit 
member is working within the bargaining unit-assigned classification shall be made by 
comparing the bargaining unit member’s actual job duties to the Classification Specification. 

Each bargaining unit member will sign and date a copy of his/her Position Description on or 
before their first day of service in the position. Unit HR will provide a copy of the signed and 
dated document to the bargaining unit member and retain the original copy in the bargaining 
unit member’s file. 

Using the Job Audit Review Request form (JARR), the bargaining unit member completes a 
request for a job audit review and submits the completed form to the Office of Human 
Resources (OHR) Labor Relations Manager (LRM). Any JARR form (or any other type of written 
job audit review request) sent to or received by anyone other than the LRM must be 
immediately returned to the bargaining unit member with instructions to send such requests 
via a JARR to the LRM. 

Upon receipt of the completed JARR, the LRM or designee will initial and date the JARR. This 
date will establish the first day of the 60 calendar day requirement with which OHR will render 
a decision. The LRM will indicate the date of the 60th calendar day on the JARR. In the event 
the 60th calendar day falls on a weekend or holiday, OHR will render a decision on the next 
business day. Incomplete forms will be so noted and will be immediately returned to the CWA 
Local 4501 Union Hall. Incomplete forms will not be used as part of the JARP. 

The LRM will scan and send copy of JARR to appropriate Unit HR contact, OHR Compensation, 
the CWA President, and the CWA Union Hall. The LRM or designee will enter the JARR 
information into the tracking spreadsheet. 

Unit HR contact will attach a copy of the bargaining unit member’s current Classification 
Specification to the current Position Description and, using the Notification to Supervisor and 
Bargaining Unit Member form, notify the bargaining unit member’s direct supervisor (or 
direct supervision only if direct supervisor is on leave) and manager (direct supervisor of the 
supervisor) of the bargaining unit member’s request and the 40 day unit guideline. It is the 
expectation that the direct supervisor will provide this form and attached documentation to the 
bargaining unit member immediately (by the end of the bargaining unit member’s next 
scheduled shift) and will have the bargaining unit member acknowledge receipt by signature. 
The direct supervisor or Unit HR will retain the signed copy. 

1590 N. High Street | Columbus, OH 43201 
614-247-myHR (6947) Phone | HRConnection@osu.edu

hr.osu.edu | hrconnection.osu.edu 



  

    
   

   

  

  
 

  

 
 

 

 
  

 
 

  

  
  

 
 

 
 

 
 

 

 
  

 
   

  
 

  
  

 
  
  
 

 
  

 
  

Using the Notification to Supervisor and Bargaining Unit Member form, Unit HR will set an 
appointment to meet with the bargaining unit member and direct supervisor. Once the 
meeting date, time, and location have been established, Unit HR will send an email to the CWA 
President (Mericle.Long@osumc.edu) and the CWA Administrative Assistant 
(Jprunty@cwa4501.org) with that information. If the bargaining unit member wants a steward 
to attend, it will be the bargaining unit member’s responsibility to make those arrangements 
and provide documentation to the steward. In preparation for the meeting, Unit HR will 
instruct the bargaining unit member and direct supervisor to separately compile a list of all 
essential tasks and functions performed within the previous twelve month period with a 
percentage of time spent on each and to bring that list to the meeting. Unit HR will also instruct 
the bargaining unit member and direct supervisor to bring any and all documentation or 
supporting evidence (such as copies of organizational charts, work orders/requests, job 
assignment schedules/sheets, daily time reports, etc. if available) of any work performed 
including work performed outside of the classification. 

If a meeting is cancelled by the employee, the direct supervisor, union representative, or Unit 
HR, the meeting must be immediately rescheduled to meet the forty day guideline. 

Unit HR will bring a copy of the “proposed” (if known) Classification Specification to the 
meeting. 

Unit HR will meet with the bargaining unit member, direct supervisor, and steward (if present) 
and ensure agreement on the organizational relationships (supervisor, manager, etc.). During 
the meeting, the Unit HR will facilitate a discussion between the direct supervisor and the 
bargaining unit member during which the parties are expected to: 

1. Identify the appropriate classification(s) each party feels the bargaining unit member
should be in and state the reasons why they believe that is the appropriate
classification.

2. Provide a list of all essential job tasks or functions with percentage information stating
the amount of time employee is engaged in the task or job function and the length of
time the bargaining unit member has been performing those tasks.

3. Discuss each of the tasks performed by the bargaining unit member, how they
accomplish each task, and the expected outcomes of each task.

4. Identify each task and determine if each task is a primary duty or secondary duty.
5. Determine if each task is performed by the bargaining unit member working alone or if

the task requires others to work with the bargaining unit member.
6. Identify the problems and challenges with the bargaining unit member’s position.
7. Determine what type of decision-making the bargaining unit member engages in.
8. Determine the percentage of independent decision making the bargaining unit member

engages in.
9. Determine the percentage of joint direct supervisor/bargaining unit member decision

making.
10. Determine the percentage of time the bargaining unit member works independently.
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11. Determine if any of the duties performed were on a “temporary” basis as outlined under
Article 20.6.

12. Answer questions related to the work performed by the bargaining unit member.

By the end of the meeting, Unit HR will have created a Position Description draft. Unit HR, 
the direct supervisor, bargaining unit member, and steward, if present, will sign and date the 
Position Description draft. 

Unit HR will send, to OHR Compensation, the JARR, the drafted Position Description, and the 
current Position Description. Unit HR will note the classification they believe the bargaining 
unit member is in and the reason why on the copy of the JARR. 

Current collective bargaining agreement language reads “The determination of whether the 
bargaining unit member is working within the bargaining unit-assigned classification shall be 
made by comparing the bargaining unit member’s actual job duties to the Classification 
Specification”. 

OHR Compensation will determine the appropriate classification of the bargaining unit 
member by following this process: 

1. OHR Compensation will review the drafted Position Description provided by Unit HR
and compare it to:

a. the bargaining unit member’s current Classification Specification and
b. other Classification Specifications

2. OHR Compensation will compare bargaining unit member’s duties to the Classification
Specifications and select the most appropriate classification based on the duties being
performed.

3. Of the Classification Specification that was selected, the bargaining unit member’s
duties must satisfy the mandatory duties set forth by the function statement within it at
least fifty per cent of the time for a continuous period of at least 180 days.

4. The available outcome options are:
a. The bargaining unit member is working in their current classification.
b. The bargaining unit member is not working in their current classification and

the bargaining unit member will be reclassified to the correct classification.

OHR Compensation may consult with Unit HR prior to making a determination. 

Once the determination is made, OHR Compensation prepares the OHRC Determination 
Notification letter to employee and has it signed by the Appointing Authority (currently, the 
Compensation Manager) or designee. 
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OHR Compensation prepares four photocopies of the original letter that has been signed by the 
Compensation Manager or designee. Distribution is as follows: 

1. Original letter. This is placed in a sealed envelope to be sent to Unit HR to give to the
bargaining unit member.

2. Certification copy. This is a copy of the original letter affixed with a “certification
stamp”. This copy is used to acknowledge that the bargaining unit member has received
a copy. The bargaining unit member and a witness will sign and date it. It will be
returned by Unit HR to OHR where it will be placed in the “Reclass” folder.

3. Department copy. A copy for the department to retain.
4. CWA fax copy. The copy which is faxed to the CWA.
5. OHR file copy. This will be retained by OHR.

OHR Compensation faxes a copy of the appropriate OHRC Determination Notification letter 
(either the Reclassification or the Correctly Assigned version) to CWA and Unit HR. OHR 
Compensation will attach the fax confirmation sheet to all other documentation for retention 
in the “Reclass” folder. 

OHR Compensation places the sealed envelope containing the original letter for employee, the 
certification copy, and department copy in a campus mail envelope and sends it to Unit HR. 

The direct supervisor will give the original copy to the bargaining unit member. The direct 
supervisor will have the bargaining unit member and a witness sign and date the Certification 
copy of the letter. The direct supervisor will return the signed and dated Certification copy to 
Unit HR. Unit HR returns the certification copy (with original signatures) to OHR 
Compensation. 

OHR Compensation will email notification that the signed certification letter has been received 
and place the original Certification letter in the file containing the documentation of the job 
audit. 

The file will be retained in accordance with the University Archives Records Retention 
schedule. 

Unit HR updates position data in Workday as appropriate. 

OHR Compensation approves position data in Workday and notifies Unit HR. 

If the bargaining unit member is to be reclassified to a higher pay range, Unit HR will 
determine the new pay rate of the bargaining unit member as prescribed by Article 41.5 of the 
collective bargaining agreement. 

If the reclassification would result in a pay decrease (because of demotion) or a lateral position 
change, Unit HR will refer to OHR Policy 3.10 Staff Compensation. 
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Unit HR updates job data in Workday and processes any remaining changes. 

Unit HR prepares the Unit HR Wage Notification letter with the bargaining unit member’s new 
rate of pay, if applicable, and it is signed by the college/department Associate Vice President or 
designee. Unit HR sends the Unit HR Wage Notification letter to bargaining unit member and 
fax a copy to the Union Hall. 

Timeline Guidance: 

Below are the recommended timelines for several of the processes involved in completing a 
job audit review. These guidelines should be used to ensure that we complete our contractual 
obligation to render a determination within 60 calendar days. 

• The Labor Relations Manager or designee should send the JARR to Unit HR within 3
days of receiving the JARR.

• Unit HR should send completed documentation and the draft position description to
OHR Compensation within 40 days of receiving the JARR.

• OHR Compensation should render a decision and provide the determination
documentation to CWA and Unit HR within 17 days of receiving the completed
documentation from Unit HR.

Requesting a mutual extension to the 
60th Calendar Day Requirement or other “determination deadline” 

(DEADLINE): 

No party shall unnecessarily delay the processing of a JARR. 

Using the Deadline Extension Request letter and Deadline Extension Agreement, all terms of 
an extension shall be reduced to writing and clearly specify the new DEADLINE by which a 
determination must be rendered. Only written extensions which have been signed by the CWA 
and Unit HR, OHR Compensation, or LRM (or designee) will be considered valid. 

Once it is determined that Unit HR will not be able to meet forty day turn-around timeline, Unit 
HR should make a written request for a 14 calendar day extension. 

Once it is determined that OHR Compensation will not be able to make a determination and 
send out the determination/notification letter to the CWA prior to the expiration of the 
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DEADLINE, OHR Compensation should make a written request for a 14 calendar day 
extension. 

If an extension is granted and the DEADLINE falls on a holiday or weekend, the DEADLINE will 
be the next business day. 
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Job Audit Review Request 
for Bargaining Unit Members of Communications Workers of America, Local 4501 

TO BE COMPLETED BY EMPLOYEE 
Employee Name: Employee #: 

Current Classification: Proposed Classification: 

Please state the reason(s) you believe you should be reclassified to the classification you have proposed 
above: 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
Department:  Facilities Operations and Medical Center
Development  Other __________________________

 Student Life
Area: Supervisor’s Name: 

Employee Signature: Date: 

UPON COMPLETION, SEND TO: OHR – Labor Relations Manager – 1590 N. High St. Suite 300 – Cols. OH 

TO BE COMPLETED BY LABOR RELATIONS MANAGER 
Received by: Date Received: 60th Calendar Day: 
Date copy sent to: Unit HR, OHR Compensation, and CWA: 

TO BE COMPLETED BY UNIT HR (attach current copies of Classification Specification and Position Description) 
Received by: Date Received: 
Supervisor: Date Notified: 
Manager: Date Notified: 
Appointment Date and Time: ___________________________________________________________ 
 Employee notified and date notified: _______________________
 Supervisor notified and date notified: ______________________
Current Copies of Classification Specification and Position Description provided to: 
 Employee on (date): ______________________  Supervisor on (date): _______________________
Classification as identified by Unit HR 
_____________________________________________________________ 
Rationale: 
____________________________________________________________________________________ 
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___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
___________________________________________________________________________________________ 
Sent to OHR Compensation: _______________________________________  Date: _______________________ 

TO BE COMPLETED BY OHR Compensation 
Department ID# Team # 
SHRP/HRP Name: 

 Reclassification  No Change
Current Classification and Job Code: Pay Band/Range: 
New Classification and Job Code: Pay Band/Range: 
Effective Date: 
Unit HR Contact and Phone: 
OHR Compensation Representative: 
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___________________________________ ___________________ 

Job Audit Review Request 
Notification to Supervisor and Bargaining Unit Member 

(Supervisor to provide a copy of this document to the Bargaining Unit Member) 

(Date) 

To: (Supervisor), (Bargaining Unit Member) 
From: (Unit HR) 
Subject: Job Audit Review Request 
Attachments: Blank Position Description, Current Position Description, Current Classification 
Specification 

My office has received a request for a Job Audit Review for (Bargaining Unit Member). A 
determination regarding this request must be rendered by the Office of Human Resources. We 
must complete our part of the process and return this by ____________. We will meet to discuss 
this request on (date) at (time) at (location). 

In preparation for this meeting, each of you should separately prepare a list of the essential 
tasks the bargaining unit member performs and the percentage of time spent on those tasks. 
Please come prepared to compare the lists you have each created and to help create a 
position description that reflects the duties the bargaining unit member has performed 
during the previous 6 to 12 month period. I am attaching a copy of the Job Audit Review 
Request, copies of the bargaining unit member’s current Classification Specification and 
Position Description, and a copy of a blank position description. Please bring copies of 
supporting documentation for the tasks identified in your list. This may include copies of 
records such as organizational charts, work orders/requests, job assignment schedules/sheets, 
daily time reports, etc. (if available). 

Once agreement is reached on the position description we have created, I will obtain 
signatures on the draft document. The draft will be submitted to OHR for review and 
determination. 

The bargaining unit member may have a union representative present and must contact the 
union (614-294-5265) to make those arrangements, if desired. 

If you have any questions concerning this, please feel free to contact me at (phone number). 

Cc: (Manager) 

I have received a copy of this notification on the date indicated. 

(Bargaining unit member signature) (Date received) 
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Job Audit Review Request 
Deadline Extension Request 

Date 

CWA PRESIDENT 
President – Communications Workers of America, Local 4501 
27 Euclid Avenue 
Columbus, Ohio 43201 

Dear CWA PRESIDENT, 

On (the date the JARR was received by the Labor Relations Manager), the Office of Human Resources 
received a Job Audit Review Request from (Bargaining Unit Member Name). The deadline for rendering 
a determination is currently (60th Calendar Date or current deadline date). 

At this time, I request an extension to this deadline and a new effective date of (the date 14 calendar days 
beyond the 60th Calendar Date or current deadline date). Please find the Deadline Extension Agreement 
below for review and signatures by the parties noted. 

Sincerely, 

(signature) 

David Simpson 
Labor Relations Manager 
The Ohio State University 
1590 N High Street, Suite 410 
Columbus, OH 43201-2190 
614-292-1370

Job Audit Review Request 
Deadline Extension Agreement 

On (the date the JARR was received by the Labor Relations Manager), the Office of Human Resources 
received a Job Audit Review Request from (Bargaining Unit Member Name). The deadline for rendering 
a determination is currently (60th Calendar Date or current deadline date). 

At this time, all parties to this Agreement affirm that the deadline for the Office of Human Resources to 
render a determination in this matter is extended to (the date 14 calendar days beyond the 60th Calendar 
Date or beyond the current deadline date). 

This Agreement is entered into and signed this (day) day of (month), (Year). 

____________________________ _________________________________ 
CWA PRESIDENT David Simpson 
President – CWA Local 4501 Labor Relations Manager - OHR 
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Job Audit Review Request 
OHRC Determination Notification - Reclassification 

Date 

Bargaining Unit Member name 
Address 
City, State Zip Code 

Dear Mr./Ms. bargaining unit member name, 

This office has recently completed a review of your position, (current classification), (current 
pay band/range). Based upon a thorough review of all the pertinent details, including 
information gathered from your department and information you provided, your position will 
be classified as follows: 

Approved Classification Pay Band/Range 
(new classification)  (new pay band/range) 

To implement this position change, your department will enter the appropriate information 
into the University Human Resources System. The effective date of this new classification will 
be (effective date). Information regarding any salary adjustment can be obtained from your 
department. Should you have general questions regarding this matter, feel free to contact your 
supervisor or departmental Human Resources Professional, (Unit HRP name). If additional 
information is necessary, please contact (OHR Compensation representative name), OHR 
Compensation, at HRCompensation@osu.edu. 

Sincerely, 

(signature) 

Compensation Representative Name 
Title 

C: Department 
CWA 
File 
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Job Audit Review Request 
OHRC Determination Notification – Correctly Assigned 

Date 

Bargaining Unit Member name 
Address 
City. State Zip Code 

Dear Mr./Ms. bargaining unit member name, 

This office has recently completed a review of your classification and pay band/range. During 
this review, the following factors were considered: 

• the specific job duties
• the extent to which the duties of the position fall within the guidelines of the

classification specification
• the scope of responsibility associated with the position

Based upon a thorough review of all the pertinent details, the classification as currently 
assigned, (current classification), (current pay band/range), is correct and appropriate. 

Should you have questions relative to the above information, first contact your supervisor, or 
departmental Human Resources Professional, (Unit HRP name). If additional information is 
necessary, please contact (OHR Compensation representative name), OHR Compensation, at 
HRCompensation@osu.edu. 

Sincerely, 

(signature) 

Compensation Representative Name 
Title 

C: Department 
CWA 
File 
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Job Audit Review Request 
Unit HR Wage Notification 

Date 

Bargaining Unit Member name 
Address 
City, State Zip Code 

Dear Mr./Ms. bargaining unit member name, 

In a letter dated (letter date) from the Office of Human Resources, you were notified that your 
position has been reclassified from a (former classification) (former pay band/range) to a(n) 
(new classification) (new pay band/range) effective (effective date). As a result of this 
reclassification, your base hourly wage rate will be increased (per cent) to (amount) effective 
(effective date). 

Please contact _______________ at (phone) with any questions regarding this letter. 

Sincerely, 

(signature) 

Name 
Title 
Area 
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