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Title and Total Compensation Appeal Process Procedure

PURPOSE OF STANDARD TITLES AND JOB DESCRIPTIONS
The purpose of the standard job description is to describe an employee’s position in a clear, concise format. The job description summarizes responsibilities at a high level, but it is not designed to capture every responsibility or task performed. Having standardized job descriptions which coordinate with job titles found in the external job market will allow UW System to find comparisons in the market and determine appropriate compensation.

[bookmark: _Hlk86834066]Employees are mapped to the “best fit” title which most closely matches the job which the employee performs. The employee must perform all of the functions within the job description unless a particular function is not performed at UW-Whitewater.  Strict attention will be given to wording nuances; such as: “and” vs “or”, “may” vs “must”, and “responsible for” vs “assists with”.  Exceptions to the requirement to perform all of the job functions will be rare.

SCOPE

This policy applies to all Academic Staff, including Instructional Academic Staff, and University Staff at the University of Wisconsin-Whitewater.

This policy does not apply to Faculty and Limited titles that are out of scope.  

PURPOSE OF A TITLE APPEAL
The title appeal process allows an employee who believes their Standard Job Title (as assigned through the Title and Total Compensation Project) is incorrect to request a review of their title assignment.
The intent of the Title and Total Compensation Appeal Process Procedure is to provide clear step-by-step guidelines on the Title and Total Compensation appeal process to all Academic Staff and University Staff at the University of Wisconsin-Whitewater.  An appeal is not a hearing and does not involve live witnesses.

TTC APPEAL COMMITTEE

The TTC Appeal Committee will meet monthly and will hear all appeals that reach Step 3 and are received in the TTCTitleAppeal@uww.edu inbox three (3) business days prior to the scheduled TTC Appeal Committee meeting.  The Committee will review all Step 3 appeals by the end of May 2022.
  
The panel review will be conducted by the TTC Title Appeal Committee.  The Committee will be made up of the current Titling Committee, consisting of two academic staff, two university staff, a representative from Human Resources and be chaired by the HR Talent Acquisition & Compensation Specialist, or designee—the Chair will not have a vote.  The Committee will have 3 alternates consisting of 1 University Staff employee, 1 Academic Staff employee and 1 provost designee.

1. No Committee member, voting or non-voting, who has an appeal under review of the Committee shall be involved in the review, discussion or voting of their appeal.  
2. No Committee member, voting or non-voting, who has the same title of a title appeal under review of the committee will be involved in the review, discussion or voting of their appeal.  An exception to this bylaw is Instructional Academic Staff.
3. No Committee member, voting or non-voting, who supervises, works closely with, or has some sort of relationship that could involve bias in the decision-making process will be involved in the review, discussion or voting of their appeal.
The TTC Appeal Committee reserves the right to adjust this practice directive as well as the TTC Appeals Process document at any time in order to ensure an effective appeal process for all employees under the scope of the appeal process.

WHAT MAY BE APPEALED?
An employee’s Standard Job Title as assigned through the Title and Total Compensation Project.
The entity hearing the appeal shall be responsible for scheduling the meeting.  Failure to do so will result in the appeal automatically proceeding to the next step. Any repercussions shall be left up to the supervisor of the staff member who did not schedule the meeting.

WHAT MAY NOT BE APPEALED?
· An employee’s pay
· Business title
· The title assigned to a standard job description
· The standard job title’s assigned pay range
· The language of a standard job description
· A title’s exempt/non-exempt status as it relates to the Fair Labor Standards Act (FLSA)

HOW TO FILE AN APPEAL REQUEST:
By 11:59PM on December 31, 2021, the employee must complete the Title Appeal Request Form and e-mail the completed employee portion of the form to TTCTitleAppeal@uww.edu AND their supervisor with the subject line “Appeal” to notify both parties that an appeal has been initiated.
Responsibility of adherence to the timelines set below fall upon the supervisor or the party receiving the appeal request, except where otherwise noted.  Failure to adhere to the timelines will result in the appeal automatically moving to the next Step in the appeal process for review and determination.

TITLE APPEAL PROCESS:
1. Resolution Between Employee and Supervisor: If an employee disagrees with their assigned title of record, the employee must request an appeal by filing the Title Appeal Request Form, as stated above, and follow the steps below:
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	Step
	Action

	a.


	If an employee wishes to appeal their title assignment, they must provide justification that presents clear and convincing evidence that a different title and standard job description is a better fit for the employee’s position.
Justification documents may include standard job description (current assigned and proposed), position description, performance reviews, organizational chart, original job posting, hiring letter/offer letter, and any other relevant documentation.

	b.
	The employee and supervisor meet to discuss appeal request.  The meeting must be scheduled within five (5) business days of receiving the request and must take place within fifteen (15) business days of receiving request.

	c.
	The supervisor will decide on Step 1 and must respond to employee with their rationale, in writing.  If the supervisor and employee agree on a title, the appeal must move to Step 2 for approval.  If the supervisor and employee are not in agreement, the employee must appeal further in order to proceed. (See Step 2.) This step is expected to be completed within five (5) business days of the meeting.



2. Supervisor’s Supervisor Review

	Step
	Action

	a.


	Employee forwards Title Appeal Request Form and supporting documents to the supervisor’s supervisor within ten (10) business days of notification of Step 1 decision.

	b.
	The employee and supervisor’s supervisor meet to discuss appeal request.  The meeting must be scheduled within ten (10) business days of receiving the request and must take place within twenty (20) business days of receiving the request.

	c.
	The supervisor’s supervisor will provide decision and must respond to employee, with their rationale in writing.  The response to the review must also be emailed to TTCTitleAppeal@uww.edu.  If the supervisor and employee are not in agreement, the employee must appeal further in order to proceed.  (See Step 3.)  This step is expected to be completed within five (5) business days of the meeting.



3. Panel Review (If Step 2 Does Not Resolve Employee’s Concern)

	Step
	Action

	a.


	Employee forwards Title Appeal Request Form, with Step 1 and Step 2 complete, and supporting documents to TTCTitleAppeal@uww.edu with the subject line “Step 3 Appeal”.  This request must be sent within ten (10) business days of receiving the final response of Step 2’s review.

	b.
	The TTC Title Appeal Committee will review Step 1 and Step 2 and, if necessary, meet with the employee and the appropriate supervisor who issued denial.  In this meeting, both parties will be allowed to state their rationale and concerns.  The Committee will be allowed to ask questions to both parties if desired.  The Committee will then go into a closed session to further discuss and decide the appeal.

	c.
	The chair of the TTC Title Appeal Committee will send all parties the decision in writing within twenty (20) business days of the TTC Title Appeal Committee meeting.  If the employee wishes to further appeal, see Step 4.



4.	 Final Appeal Review by Chancellor (If Step 3 Does Not Resolve Employee’s Concern)

	Step
	Action

	a.


	Employee forwards Title Appeal Request Form and supporting documents TTCTitleAppeal@uww.edu with the subject line “Step 4 Appeal: Chancellor Review”.  This appeal must be submitted within ten (10) business days of receiving the TTC Title Appeal Committee written response.  

	b.
	The Chancellor and/or the Designee will review all written documentation related to this appeal and will respond to the employee in writing within thirty (30) business days of receiving the appeal.

	c.
	The Chancellor’s and/or designee’s decision is final.








Resources:
UW System Administrative Policy 1276: Title Definitions UW System Title and Total Compensation Project
UW System Job Library UPG #1, Attachment 1
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