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STATE OF NEW JERSEY

FINAL ADMINISTRATIVE ACTION
OF THE

In the Matter of Todd Chapman, . CIVIL SERVICE COMMISSION
Program Specialist 3 Social/Human

Services (PS0363I), Department of L

Corrections . Examination Appeal

. ss 9

CSC Docket No. 2020-1832

ISSUED: February 13, 2020 (RE)

Todd Chapman appeals the decision of the Division of Agency Services
(Agency Services) which found that, per the substitution clause for education, he did
not meet the experience requirements for the promotional examination for Program
Specialist 3 Social/Human Services (PS0363I), Department of Corrections.

The subject examination announcement was issued with a closing date of
August 21, 2019. The examination was open to employees in the competitive
division who had an aggregate of one year of continuous permanent service as of the
closing date and who were serving in the title Program Specialist 2 Social/Human
Services, OR in any competitive title and who met the announced requirements.
These requirements included graduation from an accredited college or university
with a Bachelor’s degree, and three years of experience in planning, monitoring,
coordinating, implementing, modifying and/or evaluating a social or human services
program. Applicants who did not meet the announced educational requirement
could substitute experience as indicated on a year for year basis. A Master’s degree
in a Social/Human services specialty area, Public or Business Administration, Child
Advocacy and Policy, or Child Advocacy and Policy with a concentration in Public
Child Welfare could be substituted for one year of experience. The appellant was
found to be below the minimum requirements in experience, per the substitution
clause for education. As no candidates were admitted, the examination was
cancelled on January 13, 2020.

The appellant indicated that he possessed 26 college credits, which prorates
to ten months of experience. Per the substitution clause for education, the
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appellant was required to possess six years, two months of applicable experience.
On his application and resume, the appellant listed experience in four positions,
Program Specialist 1 Social/Human Services, Technician, Institutional Trade
Instructor 1, Head Cook 3, and Plant Manager with Limpert Brothers, Inc. Official
records indicate that, proir to his provisional appointment, the appellant was a
Supervising Institutional Trade Instructor, Institutional Trade Instructor 2 Food
Processing, Institutional Trade Instructor 1 Food Processing, Institutional Trade
Instructor 1 Warehousing, and Head Cook 3. The appellant was credited with
eleven months in the first position, and was found to be lacking five years, three
months of experience, per the substitution clause for education.

On appeal, the appellant argues that he has accrued applicable experience in
his position as a Supervising Institutional Trade Instructor and as a Plant Manager
with Limpert Brothers, Inc. Specifically, he provides duties for positions not listed
originally on his application, i.e., Supervising Institutional Trade Instructor,
Institutional Trade Instructor 2 Food Processing, and Head Cook. He also provides
additional duties for his provisional position and his position as Plant Manager.

CONCLUSION

N.J.A.C. 4A:4-2.6(a) provides that applicants shall meet all requirements
specified in the promotional examination announcement by the closing date.

The appellant was denied admittance to the subject examination since he
lacked five years, three months of experience per the substitution clause for
education. A review of appellant’s application reveals that this determination is
correct. At the outset, it is noted that titles are categorized as professional, para-
professional or non-professional. N.JA.C. 4A:4-2.5(a)l states that professional
titles require at least a Bachelor’s or higher-level degree, with or without a clause to
substitute experience. Thus, since the Program Specialist 2 Social/Human Services
title requires completion of a Bachelor's degree with a substitution clause, which
permits additional experience in lieu of the college credits, as well as relevant
experience, it is considered a professional title.

The appellant’s prior-held State titles which he claims provided applicable
experience do not require a Bachelor's degree and therefore are not professional
titles. N.J.A.C. 4A:4-2.5(a)3 states that non-professional titles require less than 60
general college credits or less than 12 specific college credits, while N.J.A.C. 4A:4-
2.5(a)2 states that para-professional titles require at least 60 general college credits
or 12 or more specific college credits (but less than a full degree). As such, the title
Head Clerk is a non-professional title since no college credits are required.

When a promotion is between the above noted categories, N.JAC. 4A:4-
2.5(c)2 permits the examination to be open to applicants who are permanent in an



approved bridge title(s) and/or applicants who meet the complete open competitive
requirements. A bridge title is one that is recognized by the Civil Service
Commission as related to a higher category title in terms of work performed and
knowledge, skills, and abilities required. It is noted that “bridge titles” were
established to allow individuals with experience in a given job category (e.g., clerical
or paraprofessional) the opportunity to compete in promotional examinations
involving a higher-level job category (e.g., paraprofessional or professional).
Advancement in some cases was otherwise not possible because the experience
acquired in the lower category titles would not technically satisfy the requirements
for eligibility in the higher category title. There is no bridge title for Program
Specialist 3 Social/Human Services.

In addition, the experience requirements for a professional level title
assume professional level experience. For example, for the current title, the work
involving the planning, monitoring, coordinating, implementing, modifying and/or
evaluating a social or human services program must be professional level work.
This cannot be accrued in a non-professional title. The appellant’s experience as a
Supervising Institutional Trade Instructor, and his remaining prior-held titles, is
not applicable for this reason. Further, his Plant Manager experience was not in a
social or human services program.

In that regard, the appellant’s State service is not in a social or human
services program either. Rather, the position involves a unique social rehabilitative
program involving meat and produce production and processing in a prison. The
title under test is one of several variants for Program Specialist 3, and it appears as
though the position is misclassified. That is, working with a prison population is
not a social service, or a human service, both of which involve the general public.
Rather, the duties are specific to social rehabilitative programs for inmates. If
the appointing authority wants the appellant to remain in his current position, the
appellant should provide a duties questionnaire (enclosed) to Agency Services
detailing the duties of the position, along with a completed examination application
within 30 days of the issuance of this decision, so that an appropriate provisional
title can be assigned, and a pre-qualification determination can be made. Should
the appellant be found not eligible for the new provisional appointment, he should
be returned to his underlying permanent title at that time. Otherwise, since the
appellant has accrued at least one year in his provisional position, but does not
meet the minimum qualifications for the title of Program Specialist 3 Social/Human
Services, contrary to N.J.A.C. 4A:4-1.5(a)2, he should be returned to his underlying
permanent title immediately upon receipt of this decision. The subject examination
announcement for the appellant’s provisional position was canceled. In the future,
if Agency Services determines that the position is that of Program Specialist 3
Social/Human Services, a new examination can be announced.
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The appellant was denied admittance to the subject examination since he
lacked the minimum requirements in experience per the substitution clause for
education. An independent review of all material presented indicates that the
decision of Agency Services that the appellant did not meet the announced
requirements for eligibility by the closing date is amply supported by the record.
The appellant provides no basis to disturb this decision. Thus, the appellant has
failed to support his burden of proof in this matter.

ORDER

Therefore, it is ordered that this appeal be denied, and the matter of the
appellant’s position classification be referred to the Division of Agency Services for
review.

This is the final administrative determination in this matter. Any further
review should be pursued in a judicial forum.

DECISION RENDERED BY THE
CIVIL SERVICE COMMISSION ON
THE 12t» DAY OF FEBRUARY, 2020

e’ o, Wihatyy Gl

Deirdré L. Webster Cobb
Chairperson
Civil Service Commission

Inquiries Christopher S. Myers
and Director
Correspondence Division of Appeals and Regulatory Affairs

Civil Service Commission
Written Record Appeals Unit

P. O. Box 312

Trenton, New Jersey 08625-0312

Enclosure

c Todd Chapman
Jennifer Caignon
Kelly Glenn
Records Center



STATE POSITION CLASSIFICATION QUESTIONNAIRE

NEW JERSEY CIVIL SERVICE COMMISSION DIVISION OF STATE & LOCAL OPERATIONS LOG N,
IMPORTANT: Full istructions for completing this form are located on the Tast page. 101s most important I[l:“,:’ vt
that employees and supervisors read them carelfully. The form miest be signed by the emplosee, his o ber
supervisor. the Program Manager or Division Director and the Appointmg Authonty Representative CF3
PLQUEST M
INCOMPLETE REQUESTS WILL BE RETURNED.
1. NAME OF EMPLOYEE (IF AN'Y) 2. ANNUAL SALARY (Current) 3. POSITION MO 4. CODE (Hanye and Irtfe)
5. OFFICIAL CIVIL SERVICE TITLE 6. WORKING TITLE (If different)

7. LOCATION OF POSITION
(Geographic focalion. Unit, Section. Division, Institution, or Department)

7A. EMPLOYEE WORK OR HOME MAILING ADDRESS

8. REQUESTED TITLE ¢ros 1s o roquired el for appoats.)

9. WORK (DUTIES} PERFORMED - Descrnbe in delail the work required of this position, Make descriptions so rlear thal persons untamiliar wipt
the work can understand exactly whal is done. You MUST also explain how the duties at issue are more appiopriate to the requested litle
than your current title, NOTE: If this is a vacant position or a new position request, the form must be completed by the supervisor of the pastion
and certified for accuracy by the Appoinling Autharity Representative,

Percent of Work (Duties) Performed Qrder of
Time Difficully

CONTINUED ON FOLLOWING PAGE mmm

[PF-248 Page 1 (Revised 12.06-11




ITEM 9 CONTINUED
Crder of
Dhificully

LAl VIS 2 WY ¥ A Daed ]
VWOTRTOOUE S ooey

Percent of
Time

10 A EXPLAIN ROTATION OF SHIFTS, IF ANY.

10, REGULAR SCHEDULE OF WORK HOURS

DAY FRAOM TO DAY FROM TO
Mondoy Fiic2y

Tuesday Satwday
Viednesday Suntay

Thursday Lergih of Lunch Ponod— = = = = =
Total Hours Worked PerWeeli - — & - o - = = w = = - - = =

CONTINUED ON FOLLOWING PAGE -
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QUESTIONNAIRE CONTINUED
11. TYPE OF SUPERVISION RECEIVED (Check One — See delinitions on page 5)

I:l CLOSE D LIMITED E’ GENERA! DOTHEH (Exptain)

12. Doas this pasilion suparvise other employees? E. List the names and titles of the employees supervised direclly.
D D {8 @mplaL APy SLEBNVTEEG COMPHSE ONP O AT COMPIRIe LIkl5, inch 06 1IN0 citmes ¢f the gral
YES (If yes, complete llems A thru £} MO

A. D Occasionally? [or] D Regularly?
B. Responsible for the

preparation of perfarmance D YES D NG
evalualions?
C. Assign work? I:’ YES D NO
0. Review compleled
work o employees
supervised? EI YES L—_l NO
13. CERTIFICATION FOPRUEY thatf have read the anstructions and the entres made above are me osn el e i e ol
OF ko dedge, are aceurate i complete,
EMPLOYEE

.-::> SIONAIURE 0 00 S T P RV

14. STATEMENTS OF IMMEDIATE SUPERVISOR

A. Commenis an Statements of Emplayce

|:|Check hera if continued on aaditional sheets.

B. Whal do you consider the mosl important dulics of this position?

F:ICheck tiere it continued on addiional shoets,

GC. List those knowledges and abilities necessary lor standard performance of the job 1o be done by an incumbent of this position

DCheck here if continued on additional sheets.

0.1 [] AGREE [_] DISAGREE with the employee’s description of job duties.
E. 1'[] AGREE [_| DISAGREE with the employee's ciled percentage of fime.
F. 1 [] AGREE [_] DISAGREE vith the tifle proposed by lhe employee.

I you disagree with any of the above-slated facters, explain the nature of the disagreemant here

D Check hare if confinued on additonal sheets
DATE

OFFICIAL CIVIL SERVICE TITLE SIGMATURE
(Working title if different)

[PF.148 Page 3 {Revised 12-06-11)
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15, STATEMENTS OF PROGRAM MANAGER OR DIVISI
A1 [T] AGREE [[] DISAGREE with the employec’s descriplion of job dutias.

B. I D AGREE |____| DISAGREE with lhe employee’s cited percentage of Ume

C. D AGREE El DISAGREE with the title proposed by the employee.

it you disagrec with any of Ihe above-siated factors, oxplain the nalwe of the disagraemant hars

*you must forward this form within 15 days of the employ subm !

the appeal to the supeevisor, lo your agency represantatve atong wit : - . . R N
of the emplovee's mast recent cerdormance evaluation formt. Check here if continued an additionat sheats.
OFFICIAL CIVIL SERVICE TITLE SIGNATURE DATE

{Warking title if different)

16. STATE APPOINTING AUTHORITY REPRESENTATIVE SIGNATUH;E_

I::> In State service. the agency representalive’s signature carlifias tho infermalion in accordance wilh 4A:3-3.3(2) 1 through 3 /'\' N |
El A copy of the empleyee’s most recent performance evaluation and an organizational chart are attached.
i[O NI | (ocominend that this appeal be [ JGRANTED  [JREJECTED
REASON:
El Check here if cantinued on add tonal sheets,
OFFICIAL CIVIL SERVICE TITLE SIGNATURE DATE
(Working title if different)

DPF-4.15 Page 4 [Aev sed 12.06-11)



INSTRUCTIONS FOR COMPLETING
STATE POSITION CLASSIFICATION QUESTIONNAIRE (DPF-44S)

NOTE: |t this is a vacant position or a new position request. Lhis form must be complated by the supervisar of the pas.an and cer il ed for arcuracy by the Appanting Aulharnty

Please read these Instructions carefully before filling out the Position Classification Questionnaire,

This form s used to oblain information about a posilion. it will be used 1o determine the classilication or lo determine a rale of pay. Therefore, b as cloar and
accurate as possible and fill out ithe form compielely. Be specific and illusirate statements with examptes. If mare space 13 needed to answer any ol the items
attach an additional sheet and identify each itemn by its numbsar.

This lorm must be completed in its entiraty, Should any of the figlds bie lelt blank, the package will be returned to the appombing authonty aud 1he appeal vill
not be considered received by the Civil Service Comimission (i.e, CSC's 180-day review period will not commence). Appeals are considerad rece ved by the
CSC (and our 180-day review period begins) when a complete package is received,

This form is to be completed by you in your own words, Your supervisor and department hoad will review your Pasition Classilication Queshonnaine to
determing the completeness and accuracy of the statements and to clarify or give additional informalion conceraing yvour dutias and responsibilties Undar no
circumstances, hawever, should the supervisor or the department head change the answers as given and certified by you In he space providad, they may
make whatever statemenls Lhey [hink are nzcessary before signing the report, Stale your name in Hem 1 and ¢emplete llems 6 tiough 13 lems 2 through
5 will be completed by your personnel office, Remember 1o sign your name i ltem 13. Give the completed queshonnaire 10 your suparvisor,

ITEM 8 - You must indicate the title which you feel is a more appropriate classification of your pasiion. This is a required hetd [t this field s leh blank the form
will be returned.

ITEM 9 - The answer 10 this item requires an exacl account of whal you do. Describe your “whole job™ or year-round duties, not just those waich meght bo
performed during rush or peak peneds of activity or when yau are substituting for other persans, Start with your most important duties and descrbe your least
important duties last. Use a separate paragraph for each major duty. In the column al left indicate as best you can the percentage of Ume yau devate 1o each
duly. The position's supervisor will complete the information requested in the right hand calumn.

You MUST also explain how the duties al issue are more appropriale lo the requested title than your current tille. For example how does he job
specification far your current titlle significantly ditfer from the major duties you are assigned to perform? Haow is the jaby specification for the sequested title a
mara appropriate description of the major duties you are assigned to perform? What are the reasons you believe your position 1$ eroneously classifed? You
should reference the specific information listed in the job specificalion lor the requested tillz that supports your paint of wiew. as well as the spacific areas of
disagreement you have with the job specification for your current title

EXAMPLES OF GOOD AND POOR BUTIES STATEMENTS
Poor Statements Good Statemenis

Assist in handling comespondence. a s e s s o e o e o o Receive, open, Ume stamp, and route incoming miail

Maintain grounds and landscaped ar2as. s e s eseos e a Mow lawn with pawer mower and hand mowers.

Trim trees from ground and from ladder using power saws
Lubricate mowers.

ldofinishconcrelewor, s esesenscesassssess Place forms; mix. pour and finish concrete walks and curbing

Keepclaimregisters. 4, o aes o s essesssses Prepare registers of all claims showing allocation of hudget experditines and intal
. amount of expendilures for maonth in which claims are madle,
Dogeneralkichenwork. g g e w e s s asevsese Clean and cul fruits and vegetables. Make salad dressings. Serve al steam table Wash
pots and d'shes and store away ulensils and loods Oncs or twice a moth, bake cookies
and larts

Our unit is responsible for keeping all purchasing records. o e | | compare invoices wilh purchase ordars, Review requisitions submitted by the dilferan!
depariments for accuracy. then give them {o the Purchasmg Ageri log 1hs or her OK

ITEM 11 - Before you complele Hern 11, the folfowing definitions will be helpfu! in making your choice of the lype of supervision you recers
» CLOSE SUPERVISION: Work is parformed according 1o detailed instructions and supervision is available on shari nolice.

* LIMITED SUPERVISION: Incumbent proceeds on hisiher own initiative while complying with policies. praclices. and pracaduras presciibed by the
supervisor. The supervisor generally answers guestions anly on the more important phases of the work.

« GENERAL SUPERVISION: Work is performed independantly. The incumbent seldom refers malters to supervisor except for clarficaton of pohicy

+ OTHER: If your work is supervised in a manner different from all of the abave. please describe brielly how your woik is assigned and supervised,

INSTRUCTIONS FOR SUPERVISORY STAFF

ITEM 14 - If you are a superwisor reviewing Ihis ferm. you should remember that your certification means you accept responsiblity 1hat the statements made
constilute a true descripion of the duties and responsibilities of the position. If the descriplion does not meet with your idea of Ihe posilon i is your
respansibility lo see that statemenis made are quahfted or elaborated upon in your commenis. Under no circumslances. however are the employecs
statements 1o be changed. However you are asked to determine the arder of difficulty of each duty perfarmed. Under Item 9 in the column at nght, eila the
order of difficully of dulies periormed by assigning the number one (1) to the mast difficult, the number twa (2) ta the next mast dificuit. elc. Keep in mne that
the mast important duty performed by this position may nol be the most difficull, nor the one on which the greatest parcontage of tine is spoent

fou should review the completed and signed form for correctness. compleleness. and accuracy of slalements. You must indicate agreemant or disagreement
with the employee’s description of duties, ciled parcentage of lime and the tille proposed by the employee. If you disagrea with any of thosa faclms explain
Ihe nature of ihe disagreement in the space provided. Sign the form, and forward it to the program manager ar dwision direetor,

ITEM 15 - The program manager or division director MUST indicate his or her agreement or disagreement wih the employee's descnpton of dutiza ciled
percenlage of time and the title proposed by Ihe employee. If you disagree with any of those faclors, explain 1he nature aof lhe disagresment in e space
provided. Additional comments may be writlen in tha space provided. Sign the form, attach a copy of employee's most recent performance evaluation and

forward it to your Parsonnel Office
o " APPOINTING AUTHORITY SIGNATURE

ITEM 16-The appainting aulhorily or designated representative must ensure ihat a copy of the employee’s most recent pedormance evaluaton and an
organizational chart are included in the package and should then check Ihe box You may indicate whether you agree or disagree wilt the appeal ang
include a roason if desired Sign the ferm and forward the completed package to the Civil Service Commissian,

4% e 8 Pl g 12 00 11






