CHAPTER Il (EMPLOYMENT)

PR-204 Registers

A.

Responsibility. The Yuma County Human Resources Department shall establish
and maintain registers as required to fill vacancies.

Content of registers. After each evaluation procedure, the Yuma County Human
Resources Department shall prepare a register, of all applicants who meet the
minimum qualifications for the specified class.

Duration of register. A register shall expire six months after the announcement closes
unless the register is specifically extended or abolished by the Chief Human
Resources Officer.

Related registers. If a vacancy exists in a class for which there is no register, the
Yuma County Human Resources Department may prepare a register for the
class from one or more existing related registers only after the position has been
advertised for at least ten business days.

Re-promotion registers.

1. An employee with regular status, who has been reduced in grade as a result
of a reduction in force, is entitled to be placed on a re-promotion register
within the department/office for the class in which regular status was held
immediately prior to the reduction in grade or any comparable class. The
name of the employee shall remain on the re-promotion register for one
year from the effective date of the reduction of the employee.

2. An employee on the re-promotion register shall be offered a vacant position
in the class from which reduced or in any comparable class. An employee
who accepts a position in a comparable class shall remain on the re-
promotion register for the balance of the one year. The name of an
employee who fails to accept a re-promotion to the class from which
reduced shall be removed from the re-promotion register.

3. If more than one employee is eligible for re-promotion to a class, the
vacancy shall be offered to the employee with the highest number of
retention points at the time the re-promotion is offered (see PR-902).

Re-employment registers. An employee with regular status who has been
separated as a result of a reduction in force is entitled, upon written application,
to be placed on the re-employment register for classes for which qualified at the
same or lower grade as that in which regular status was held within one year
immediately preceding the separation. The name of the employee shall remain
on the re-employment register for one year from the effective date of the
separation of the employee.

Promotion registers. An employee who has obtained regular status, meets the
necessary minimum requirements, and has passed the appropriately announced
promotional evaluation procedure will be placed on the promotional register in the
order of their relative rating.
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H.

Reinstatement registers.

1. An employee with regular status who has resigned or been separated in
good standing is entitled, upon submission of their employment application
and letter of reinstatement, to be placed on a reinstatement register for
referral for classifications for which qualified in the same or a grade lower
as that in which regular status was held within one year immediately
preceding the separation. The name of the employee shall remain on the
reinstatement register for one year from the effective date of the
separation of the employee. If the employee is hired back in the same job
classification within one year of resignation, they may be hired at the same
compa-ratio they had at the time of their resignation.

2. A former employee eligible for reinstatement may accept any type of
appointment to a position of a lower grade than the employee's current
grade without jeopardizing reinstatement rights to the former grade.

3. A former employee eligible for reinstatement may accept a seasonal,
temporary, clerical pool, or limited appointment to a position at the same
grade as, or at a higher grade than, the employee's permanent regular
grade without jeopardizing reinstatement rights to the regular grade.

Open competitive registers. Applicants meeting the minimum qualifications of a

position and filing an application by the closing date of the recruitment may be

placed on an open competitive register as described in PR-205.

Order of use of registers. In filling vacancies from a register, the following order
of preference shall be used:

1. The Re-employment Register.

2. The Re-promotion Register.

3. The Reinstatement Register.

4. The Promotional Register.

5. The Open Competitive Register.
Removal of names from registers. The Chief Human Resources Officer may
remove the names of qualified applicants from registers as may be deemed
necessary, such as when an applicant's criminal background disqualifies the

applicant from consideration (See PR-205 (E)(6)).
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