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Due to projected shortfalls in the California state budget, the Los Angeles Community College District is currently ex-

periencing a hiring freeze.  In some circumstances, this hiring freeze may result in staff shortages.  As a classified em-

ployee, you may be asked to pitch in and assist your department with accomplishing daily tasks and meeting deadlines.  

Although this may result in a higher volume of work, it is also an opportunity for employees to demonstrate their com-

mitment to the team and leave a lasting impression with coworkers, supervisors and managers.     

 

High Volume 

As long as the duties that are assigned to employees fall within their classification, a change in duties or an increase in 

volume does not warrant the payment of additional compensation.  If employees are asked to work overtime, they must 

be compensated with overtime wages or comp time.  In some situations, employees may have concerns about meeting 

their supervisors expectations and continuing to produce high quality work in a timely manner.  Employees who have 

such concerns should talk to their supervisors about establishing fair timelines and receiving proper support.  If employ-

ees continue to have concerns, they should talk to their union representative.          

 

Additional Duties 

Employees who have been assigned additional duties that do not fall within their current job classification have a few 

options.  A Temporary Work Out of Classification claim should be submitted if an employee is assigned duties for a lim-

ited amount of time that are not fixed, prescribed, or reasonably related to the employee’s regular class.  The assigned 

duties must be evaluated as being at a higher level of difficulty and responsibility than the employee’s regular class.  An 

employee who has been assigned higher level duties on an ongoing basis due to inadequate staffing or the changing 

needs of an office should request an Individual Classification Study.  An Individual Classification Study is the study of 

an employee’s assigned duties to determine the proper classification of a position.  After completion of the study, if the 

higher level duties are verified, the position will be reclassified.  If the employee has been in his/her current position for 

two years, and the higher level duties were gradually assumed, there will be no exam requirement for the employee’s 

promotion.  If the employee has not been in the position for two years and/or not met the gradual accretion requirement, 

successful participation in a competitive examination process in which the employee is reachable on an eligibility list 

will be required in order for the employee to promote.  If employees have concerns or questions about the duties they 

have been assigned, they should contact their Personnel Commission Service Representative and union representative.     

 

Teamwork 

Staff shortages can hamper a department’s productivity and lead to an increase in office stress and tension.  But it is also 

an opportunity for employees to demonstrate their commitment to the team by pitching in to fill the gaps that may arise.  

Employees who are willing to tackle a higher work load, take on additional responsibilities, and perhaps even learn new 

skills will impress not only their coworkers, but their supervisors and managers as well.  These types of positive contri-

butions are often recognized with outstanding performance evaluations and strong letters of recommendation.  Employ-

ees will also benefit from having a positive reputation.  Additionally, it is important to keep in mind that if everyone 

pitches in a little, the office is more likely to run smoothly without overburdening any one person. 
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