CHAPTER Iil (CLASSIFICATION AND COMPENSATION)

PR-302

A

B.

Compensation Plans (Pay Plan)

Position. Each position shall be allocated to a specific pay grade.

Pay Rate. Every County government employee will be paid in the pay grade to

which the employee's position title is allocated, except for an underfill, or as

otherwise specified by these rules.

Special pay plans. The Yuma County Human Resources Department may

request for the Board of Supervisors' approval of special pay plans and pay
practices for certain employee positions. Departments/Offices shall submit a

written policy to Yuma County Human Resources Department outlining the use

of a special pay plan as part of their request. In approving special pay plans,
consideration shall be given to such factors as occupational patterns, economic
conditions, and incentive plans common to government, business, and industry.

The Pay Plan.

1.

All County Pay plans shall be established by the Board of Supervisors
and shall contain a list of all position classifications with designated pay
grades. The pay plans shall constitute the official listing of all pay grades
for classifications in the County.

Grade assignment. The Yuma County Human Resources Department
shall assign pay grades to all positions and determine if the position has
countywide responsibility or department-specific responsibility. Positions
determined to have countywide responsibility are expected to have
expanded skills in "know-how, problem solving and accountability” when
determining the appropriate grade. Therefore, it is appropriate for
positions with countywide responsibility to have a higher grade than a
position that supports a specific department with similar job functions
and purpose.

Maintenance of the Pay Plans.

a. Maintenance of the pay plans shall be reviewed at least every two
years by the Yuma County Human Resources Department. The
Yuma County Human Resources Department shall utilize current
salary data obtained from the relevant competitive employment
market and other pertinent factors, as a basis for maintaining the
market-based pay plan.

b. Annual or periodic changes or adjustments necessary to maintain
the pay plans shall be subject to the County's overall financial
state as determined by the Board of Supervisors.
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4.

Compensation Study. When an appointing authority believes a pay grade
is not appropriate to recruit qualified candidates or retain employees, the
issue shall be brought to Chief Human Resources Officer for review. If
the Chief Human Resources Officer determines a change is needed, the
recommendation will be presented to the Board of Supervisors for a
decision.

E. Appointments.

1.

Entry rates. The entry rate of pay for a position shall be at the entry level
of the position except as provided by these rules.

New hires. An appointing authority may hire an applicant above the entry
rate of the pay grade based on their evaluation of an applicant's
additional relevant experience, education, and/or certifications and a
review of the current incumbents' salaries who are performing the same
job. A justification shall be submitted to the Chief Human Resources
Officer for approval before a conditional offer of employment is made.

a. Pay rate determination guidelines:
(1) Minimum requirements met: entry of the grade
(2) Exceeds minimum work experience:

1% for each extra year of relevant work experience;
1.5% for relevant public sector experience.

(3) Exceeds minimum education requirements:

1% for associate's degree or accredited certification in
relevant field beyond the minimum requirements.

2% for bachelor's degree in relevant field beyond the
minimum requirements.

3% for master's or advanced degree in relevant field beyond
the minimum requirements.

(4) Employment offers shall not exceed the midpoint of the
position's pay grade, excluding offers made as part of an
internal promotion.

(5) Employees on the selected law enforcement pay plan will
be offered a pay rate on the highest closest step.



CHAPTER Iil (CLASSIFICATION AND COMPENSATION)

H.

3. Former employee. If a former employee who has resigned desires to be
appointed to the same job position within one year of their resignation,
they may be hired at the same grade and pay rate they had at the time
of their resignation if the position is available.

4. Reinstatement/re-employment. The reinstatement or re-employment of a
laid-off employee shall go through the same procedure as outlined
above.

5. Market-based grade adjustment.

a. Upward adjustment. When a higher pay grade is made applicable
to a position title as a result of a compensation study, the
corresponding change in an incumbent's pay rate will be to the
new grade at their current pay rate or entry of the new grade,
whichever is higher.

b. Downward adjustment. When a lower pay grade is made
applicable to a position as a result of a compensation study, all
employees in that position title shall be changed to the new grade
on the same effective date. Each employee shall retain the same
pay rate as they held in the previous grade. If the employee's
previous pay rate exceeds the maximum of the new pay grade,
the employee shall retain the previous pay rate until their pay is
within the new grade.

RESERVED

Promotion. When an employee is selected to fill a vacant position in a higher
pay grade, their pay rate shall be raised the greater of ten percent or the
amount necessary to reach entry of the new grade (excluding department
directors). A promotion shall not cause an employee to exceed the maximum of
the new grade.

1.

The Chief Human Resources Officer may approve greater promotional
increases above the ten percent based upon the appointee's
qualifications, in accordance with PR-302E and coupled with the needs
of the department/office. Promotional increases in excess of ten percent
shall require an evaluation of the employee's additional relevant
experience, education and/or certifications and a review of current
incumbents' salaries who are performing the same job. A justification
shall be submitted to the Chief Human Resources Officer for approval
before a promotional offer of employment is made.

Voluntary Grade Decrease or Demotion. When an employee is selected to fill
a vacant position in a lower pay grade, their pay rate will adjust as follows:
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1.

If an employee returns to a position which they formerly held, the
employee's pay rate will be reduced by the same amount as received on
the promotion to the position or by the lesser amount necessary to reach
entry of the new grade.

If an employee requests a voluntary grade decrease or is placed in a
lower graded position not previously held, the employee's pay rate shall
be reduced based on the assignment to the lower grade in accordance
with PR-302E.

Demotion for disciplinary reasons, whether involuntary or voluntary the
employee's pay rate shall be reduced by the percentage difference that
exists between their current grade and the lower graded position.
Employee's pay rate on the selected law enforcement pay plan shall be
reduced by the greater of ten percent or the amount necessary to be
placed on the new step in the lower graded position.

Probation. An employee who accepts a voluntary grade decrease to a
position outside their current department/office shall serve a non-original
probationary period. Except as otherwise provided in these rules, a
demoted employee shall not be required to serve a probationary period in
the position to which demoted.

l. Lateral Transfer

1.

4.

A lateral transfer occurs when an employee is selected to fill a vacant
position in the same pay grade. Transfers must be approved by the hiring
appointing authority.

Laterally transferred employees who change position titles within the
same class shall receive a new date in position. Laterally transferred
employees who do not change position titles within the same class shall
not receive a new date in position.

An employee who laterally transfers positions will receive no increase in
pay; however, they shall retain their current leave balances and accrual rates
in accordance with PR-403.

Probation. An employee who laterally transfers and changes position titles
within the same class shall serve a non-original probationary period.

J. Reclassification.

1.

When an employee is reclassified their pay rate shall be raised five
percent unless more is necessary to reach entry of the new grade. In no
case shall a reclassification cause an employee to exceed the maximum
of the new grade.

When an employee is reduced to a lower grade due to reclassification,
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they shall be moved to the new grade at the same pay rate as held in
the previous grade. If the employee's previous pay rate exceeds the
maximum of the pay grade of the new position, the employee shall retain
the previous pay rate until their pay is within the grade of the new
position.

3. Employees approved for reclassifications resulting from approved
reorganization shall not receive a new date in position.

K. Detail. When an employee is detailed to a position with a higher grade for more
than 15 consecutive working days, their pay rate shall be raised not more than
ten percent unless more is necessary to reach entry of the new grade and
provided it does not exceed the maximum of the new grade. The compensation
shall be retroactive to day one of the detail provided the 15 consecutive
working day requirement is met. After the detail is completed, the employee
shall return to the same pay rate occupied before the detail, plus any pay
increase which may have been approved during the detail.

L. Inequity/Compression Adjustments. Pay inequity exists when an employee's
pay rate is significantly below or compressed with an employee they supervise
or with another in the same position title with similar performance, experience,
skills, knowledge and assignments. Examples may include:

1. The pay rate of a long-term employee is low relative to a new hire.

2. Significant pay compression exists between a supervisor and
the employee(s) they supervise.

To initiate the inequity/compression adjustment, the appointing authority must
submit a request identifying the inequity/compression concern to the chief
human resources officer for review.

M. Duty Pay. Compensation added to an employee's pay may be authorized by
the Chief Human Resources Officer in the following manner:

1. Duty pay provides temporary compensation to an employee for
performing duties that are added to the current job description
due to staffing shortages, vacancies or other specific operational
challenges. Duty pay shall not exceed 12 months.

The appointing authority must submit a request identifying the additional duties
to be performed by the employee to the Chief Human Resources Officer for
review.
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N.

Degree Pay. Employees are encouraged to complete additional accredited
educational programs to develop and strengthen the knowledge and skills
necessary to perform their current job responsibilities. Employees who
complete a degree provided by an accredited institution, such as a state
college or university, or community college in regular or extension programs,
are eligible for a pay increase. Employees are eligible to submit one request
per degree type:

1. 2% for bachelor's degrees in relevant field beyond the minimum

requirements.

2. 3% for master’s or doctorate degrees in relevant field beyond the

minimum requirements.

3. Employees on the selected law enforcement pay plan shall be
placed on the corresponding step or the next closest step within the

current grade of their position.

Sequence for affecting multiple pay adjustments. Multiple Adjustment: If two

or more pay adjustments occur on the same effective date (adjustments
may be made on consecutive days to facilitate funding), such adjustments
shall be made in the following sequence:
1. Adjustment to the table of pay rates.
2. Performance-based increases.

3. Pay adjustments resulting from market based grade adjustments.

4. Pay adjustments resulting from promotions, reappointments
and position reclassifications.

Compensation upon separation.

1. Paid Time Off (PTO). A separated employee, or the estate of a
deceased employee, shall receive payment for the current balance due
under PR - 403(G) of unused PTO. Such payment shall be based on the

employee's regular rate of pay, excluding payment for overtime.

2. Compensatory Time. A separated employee, or the estate of a
deceased employee, shall receive payment at the regular rate of pay for

any unused compensatory time, unless otherwise specified by law.

Secondary Compensation for Training. When employees are required by the

appointing authority to participate in approved training courses

department/office shall pay for or, if applicable, reimburse the employee for
100% of the cost upon completion of the training, pursuant to Yuma County's
travel policy. A copy of the certificate of completion will be forwarded to the Yuma
County Human Resources Department for inclusion in the employee's permanent

records.
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R.

Overtime compensation.

Statement of Policy:

1.

It is policy of Yuma County to provide overtime compensation, or
compensatory time off for all non-exempt County employees who come
within the coverage of the overtime provisions of this policy. (See PR-
305)

For the purpose of calculating overtime compensation, for non-exempt
County employees the work shall consist of seven consecutive days
beginning at 12:00 a.m. on such day of the week as is established by
the County Administrator and extending to 11:59 p.m. after the seventh
day following. All time worked by any such employee within a single
workweek over 40 hours shall be paid at the rate of one and one half
times the regular rate of pay at which that person is employed. Holiday
and leave time is not to be counted as time worked for purposes of
overtime. Compensatory time may be granted in accordance with PR-
305.

The Yuma County Human Resources Department shall maintain a
liaison status with all County departments/offices to provide assistance
of questions of policy interpretation. The Yuma County Human
Resources Department shall review exemptions from overtime made by
the appointing authority to verify the validity of exemption. Federal Rules
and Regulations shall govern the interpretation of the exemption.

Appointing Authority Responsibility. Appointing authorities shall
administer this policy in accordance with the terms and conditions herein
set forth. These responsibilities include, but are not limited, the following
items:

a. Determination of employee overtime compensation exemptions
in accordance with these provisions.

b. Distribution of policy to all management personnel on a
periodic basis.

C. Discussion of policy with managers and supervisors to be certain
is properly understood and followed.

d. Notification of any affected employees of any change in the
work period standard or workweek standard.

e. Authorization of overtime work to be performed by an
employee covered under this policy.

(1) The appointing authority may authorize overtime work performed
by covered employees when
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(a) Unforeseen work circumstances arise;
(b) The circumstances are immediate and unavoidable.

(2) Permission shall not be granted for employees to work overtime
unless such funds are available within the authorized program
budget.

(3) Application of adequate control is necessary to ensure that
overtime work is not performed if such work has not been
officially authorized.

f. Proper maintenance of records of time worked by each employee
for each work week. Records for all non-exempt personnel in
such agency shall include hours worked by day, hours utilized for
leaves by day and a summary by pay period of such hours. Each
employee shall enter and/or verify by signature that employee's
time. The appointing authority is responsible for approval of all
records of time worked prior to payment.

Exempt Employees. County employees not covered by the overtime provisions
include, but are not limited to the following:

1. Elected Officials;
2. Chief Deputies to Elected Officials;

3. The County Administrator, Deputy County Administrator, Clerk of the Board
of Supervisors, and Appointed Authorities responsible to the County
Administrator;

4. All Attorneys;

5. Bona fide executive, administrative or professional personnel as defined in
this policy and by the regulations for the Fair Labor Standards Act.

T. Workweek standard. Except as otherwise provided in these rules, the regular basic
workweek for full-time county employees shall be 40 hours, normally consisting of
eight hours per day, Monday through Friday. Modifications of this provision, in
order to provide essential county services, may be made by the appointing
authority subject to any Federal or State statutory or constitutional limitations
relating to hours of work.

u. Regular Rate of Pay. For purposes of overtime compensation, the "regular rate" of
pay for a County employee is a rate per hour. This statement shall not be
interpreted as requiring that County employees be compensated on an hourly rate
basis, as their earnings may be determined on salary basis. However, the overtime
compensation due to County employees shall be computed on the basis of the
hourly rate derived there from.
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1.

The regular hourly rate of pay for an employee is determined by dividing the
annual rate of pay by 2080. Discrepancies in hourly rates should be brought
to the attention of the Financial Services Department.

Exclusions to "Regular Rate". Total compensation includes all remuneration
for employment received by the employee except the following exclusions:

a. Payments made for occasional periods when no work is performed
due to vacation, holiday, illness or other similar cause; reasonable
payments for travel expenses or other expenses incurred by an
employee in the furtherance of the employer's interests and properly
reimbursable by the employer.

b. Contributions irrevocably made by the County to a trustee pursuant
to a bona fide plan for providing retirement, life, accident or health
insurance or similar benefits for employees.

C. Extra compensation provided by a premium rate paid for certain
hours worked by the employee in any workweek because such hours
are hours worked in excess of the maximum workweek.

d. Extra compensation provided by a premium rate paid for work by the
employees on holidays.

e. Special cash awards pursuant to A.RS. §38-614.

On-Duty Hours. Hours worked include all the time an employee is required to be

on duty or on the department/office's premises or at a prescribed workplace, and
all time during which an employee is suffered or permitted to work for the County.
Off-premises on-duty time will be considered as hours worked.

1.

An employee who is not required to remain on the department/office's
premises but is merely required to leave word at home or with a supervisor
where the employee may be reached is not working while on-call.

Overtime will only be paid for (or compensatory time granted for) those
hours worked over 40 hours per week.

No employee may work overtime or be paid for overtime (or be granted
compensatory time) for overtime work unless it is expressly authorized by
the employee's appointing authority or supervisor.

Holidays. County employees covered under this policy who are required to work

on an official county holiday shall be paid the appropriate holiday pay in addition
to pay for actual hours worked on that day.
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X.

Travel Reimbursement Policy. Comprehensive travel authorization and travel

expense allowance policies for Yuma County are adopted separately by the Board
of Supervisors.

Effective dates. Paydays shall be on a bi-weekly basis as established by the
Financial Services Department. The Financial Services Department shall publish,
within the first two weeks of the calendar year, a listing of all paydays for that year.

Historical Note: Adopted, Eff. 11/25/1994
Amended Eff. 03/21/2005, 03/12/2007, 07/07/2008, 01/07/2019, 11/03/2025
Revised 7/21/25, 11/03/2025
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