KCTCS Human Resources Procedure #6 – Employment Procedures During Reorganization 

Relates to:  
  KCTCS Administrative Policies and Procedures
· 2.18 Employment Selection
Effective date:  April 3, 2007 

Supersedes:      Human Resources Procedure # 6 dated April 30, 2004, entitled Employment 

                          Procedures During Reorganization 

The KCTCS employment process includes procedures for routinely advertising vacant positions. However, when filling vacant positions or implementing reassignments resulting directly from reorganization, colleges are not always required to advertise the resulting vacancies. Posting for vacant positions within KCTCS at any time other than reorganization will continue to be handled using the regular process.

Criteria for Reorganization Status
Exceptions to our employment process may need to be made in the event of reorganization within the district. Reorganization will normally involve:

•
Realignment of functions/process within the department, division, or district.

•
Modification of duties and responsibilities of multiple positions due to the realignment of operations.

Procedures
In order to request approval for a waiver of the advertising requirement, prior to filling vacant positions or implementing reassignments during reorganizations, the following procedures should be followed:
•
Compile a list of positions impacted by the reorganization in order that System Office can document these actions as part of an overall reorganization rather than as a part of ongoing college operations. Actions to be considered under this process will be considered relative to the entire division and/or college as appropriate.

•
Submit a list of requested reassignments to System Office HR listing employee name(s), titles, position numbers, and a brief summary of revised position responsibilities.

•
System Office HR reviews the proposed changes for EEO concerns taking into consideration the college/district staffing profile and status on meeting Kentucky Plan objectives.

•
You will be promptly notified of the approval decision for a waiver of the advertisement requirement in order to fill a vacancy or to implement reassignments related to these positions.

•
Within three months of finalizing new reassignments, completed Job Analysis Questionnaires (JAQs) are to be submitted to System Office HR for the affected positions.

Only during approved reorganizations will staff realignments and reassignment of duties he considered without completing the advertising utilized during regular processing for employment.
The provisions of this Human Resources Procedure remain in effect unless and until a KCTCS policy or procedure or a Human Resource Procedure is subsequently established or reissued to state other provisions.
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