CHAPTER Il (CLASSIFICATION AND COMPENSATION)

PR-301 Classification

A.

General. Classification is a grouping of positions on the same pay range placed
into classes based on similarities of duties and responsibilities. All County
Government positions are assigned to a class specification with a position title. An
appointing authority may not appoint, transfer, promote or demote an employee,
or make any change in compensation for any position until the position has been
allocated to a class.

Position Title. The title of a position shall be used to designate the position in
connection with all personnel processes.

Job Description. A job description indicates the essential functions and duties
required in that position. Each job description will contain a statement of the
minimum education, experience and other qualifications required to perform the
work. Post-secondary educational requirements must be attained in an institution
which meets the standards established by a recognized accrediting body.

Changes in plan. The Yuma County Human Resources Department may establish
new positions and divide, combine or alter, existing positions, after consultation
with the appointing authority. The Yuma County Human Resources Department
shall utilize job evaluation processes in the maintenance of this Classification
System hereunder.

Allocation. The Yuma County Human Resources Department shall place every
position in a class based on its duties and responsibilities. An appointing authority
may underfill an eligible position with the prior approval of the Yuma County
Human Resources Department.

1. An underfill is a position that is temporarily filled by an employee who does
not yet meet the required work experience, certification or license for the
position.

2. An appointing authority may request to underfill a vacant position funded by

grant/special revenue for budgetary purposes.

3. Individuals hired into an underfill shall serve an original probationary period
and may be moved to the appropriate position when the requirements are
met.
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4, Employees in an underfill position will retain their original date assigned into
the underfill position and shall not serve a probationary period as they
promote within the underfill.

F. Reallocations. Reallocations of vacant positions shall be funded by the
department's/office's allocated personnel budget and shall be submitted with
written justification to the Chief Human Resources Officer for approval. Any
reallocations exceeding the department's/office's allocated personnel budget, shall
be submitted to the County Administrator for approval.

G. Reclassifications. If a material and permanent change has taken place in the duties
and responsibilities of a filled position, the appointing authority shall report this
change to the Yuma County Human Resources Department using the form
designated. The incumbent must have been in the position for one year prior to the
request and the new duties shall be reflected in their most recent performance
evaluation. The Yuma County Human Resources Department will accept requests
for classification studies on a quarterly basis throughout the fiscal year.

1. Human resources shall submit all approved reclassifications to be
considered by the County Administrator/Designee for adoption into the
County's allocated reclassification budget.

H. When a reclassification is requested, Yuma County Human Resources will review
existing County job descriptions first before a new job description is created. If no
existing county job description reasonably matches the duties, knowledge, skills,
and abilities of the position being studied, then a new job description will be
created. An employee successfully performing the duties of the position at the time
of reclassification shall be entitled to continue to serve in that position.
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