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Position Description Changes Decision Tree

This decision tree should be used to determine the appropriate action to take when an employee’s
duties evolve over time or need to be updated on a temporary basis.

Review Position Description
with proposed changes

Are changes an update
to Unique Responsibilities OR an
update to a different SJD?

This is not Change in Duties
but an Update PD

Yes

Does a different SJD
describe the work
performed?

Are changes
temporary or
permanent?

Temporary

Permanent Does a different SJD

describe the work
performed?

This is a Change in Unique
Yes Responsibilities

PD can be temporarily
updated but it is not
required

Is an increase
required?

Does the new SJD
move the employee from
a non-Limited title to a
Limited title?

Yes

There is an Interim
Appointment.*
Hire Employee via
Temporary Acting Waiver No
and place current position
on LOA.

A4

Recruitment
Required

A

Will someone
else be hired to perform
the employee's current
duties?

Yes

This is a Temporary
Change in
Responsibilities

* Changes in official titles that lead to
changes in FLSA status will not change

employment classification. Employee should Geertment Sirongh il Ifrgfcgr;?‘ec ; & Review Non-Manager to
be directed to https://hr.wisc.edu/flsa/ for Recommended the operational flanagerCuicipes
resources on impact of change in FLSA
status.
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