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_______________________________________________________________________________________________________


1. POSITION INFORMATION [Attach a copy of CLASSIFIED STAFFING REQUEST (C1121) for this position.]
	Job Title ___________________________________________________







	     Is there an incumbent currently in the position?  FORMCHECKBOX 
 NO      FORMCHECKBOX 
 YES

	Work Location ______________________

	· If YES, __________________________
________________

              Incumbent Name

 Employee Number


2.
POSITION FUNCTIONS INFORMATION





	
	NO
	YES

	A.  Would confidential designation cause the employee to receive fringe benefits and salary different from bargaining unit employees?
	 FILLIN   \* MERGEFORMAT 

 FORMCHECKBOX 

	 FORMCHECKBOX 


	B.  Is the alleged confidential information to which the employee has access available to the public?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	C.  Does the employee gather salary and benefits data for other employees?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	D.  Are the personnel functions of position related to employee relations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	E. Does the employee attend management meetings? 
· Are employee relations matters discussed at those meetings?
	 FORMCHECKBOX 

 FORMCHECKBOX 

	 FORMCHECKBOX 

 FORMCHECKBOX 


	F.  Does s/he type grievance-related matters?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	G.  Does the employee have access to information relating to employee grievances and/or the employer’s position on those grievances?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	H.  Is the employee involved in the preparation of materials for negotiations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	I.  Does the employee type and/or file proposals, counter-proposals, or notes used in negotiations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	J.  Does the employee perform cost evaluations or project future costs for proposals in employee bargaining negotiations?
· Is his/her involvement in costing negotiations proposals more than simple mechanical cost calculations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	K.  Is the employee involved in, or has knowledge of, determining how the data will be used in negotiations by the employer?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	L.  Is the employee involved in the negotiations communication stream or handling of correspondence among the employer representatives?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	M.  Are the negotiations matters accessed by the employee merely reflections of previous negotiation session between the parties?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	N.  Does the employee assist in drafting contract language for negotiations?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	O.  Does s/he attend negotiation sessions or caucuses? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· If so, does s/he take notes?

· If YES, what percentage of his/her time is spent performing these duties?      
	 FORMCHECKBOX 


	 FORMCHECKBOX 



	P.  Is his/her participation in bargaining or grievance processing more than incidental to his/her regular job responsibilities?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Q. Is the employee involved in actual negotiations or grievance processing? 
· In what capacity?     

	 FORMCHECKBOX 


	 FORMCHECKBOX 




3. SUPERVISOR INFORMATION

Position Supervisor:       



     
            


Supervisor Salary Schedule:     
Name



Title




List supervisor’s job responsibilities, including specific role of supervisor in negotiations and/or contract administration, frequency of supervisor’s role, and supervisor’s role vis-à-vis other management/supervisory employees involved in negotiations and/or contract administration:       
	Recommended by:


	
	
	Approval for Processing:
	

	
	
	


	 FORMCHECKBOX 
  Approved
 FORMCHECKBOX 
  Not Approved

	



	________________________________________


	_____________
	
	________________________________________
	______________

	Signature of President
	Date
	
	Senior Associate Vice Chancellor

	Date





CONFIDENTIAL EMPLOYEE STATUS CHECK LIST








LOS ANGELES COMMUNITY COLLEGES


Human Resources


770 Wilshire Boulevard


Los Angeles, CA 90017	











This form is be filled out by the department/division manager to request that a new position be given a confidential designation, or to request that an existing position be reclassified to a confidential designation.  For details, see Human Resources Guide H-201, Confidential Employee Designation.
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