CHAPTER| (GENERAL)

NOTHING IN THIS POLICY OR ANY OTHER POLICY, PROCEDURE,
BOOKLET, MANUAL, OR OTHER DOCUMENT ISSUED BY OR
THROUGH YUMA COUNTY CREATES OR MANIFESTS A
CONTRACT WITH AN EMPLOYEE UNLESS THE DOCUMENT
EXPRESSLY STATES THAT IT IS INTENDED AS A CONTRACT AND
IS SIGNED BY THE COUNTY ADMINISTRATOR. THE YUMA
COUNTY BOARD OF SUPERVISORS RETAINS THE RIGHT TO
CHANGE ANY ORDINANCE, POLICY, RULE, OR REGULATION
AFFECTING THE TERMS AND CONDITIONS OF EMPLOYMENT
WITH YUMA COUNTY AT ITS OWN DISCRETION, WITH OR
WITHOUT EMPLOYEE CONSENT.
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PR-100

A.

Purpose and Administration

The Yuma County Board of Supervisors (BOS) has adopted these personnel
rules to aid in the efficient management of county governmental agencies by
the officers and appointing authorities who are charged by law with control and
management of the employees within their respective agencies.

The Chief Human Resources Officer is charged by the BOS with the duty of
maintaining these personnel rules and is granted the authority to perform the
duties as set forth herein. The Chief Human Resources Officer shall:

Have authority for developing and administering a program of personnel
administration for County service in conformance with the personnel rules,
including issuing guidance and directives as are necessary or advisable to
implement the rules in the most consistent and effective manner.

Have the power to designate employees in various County
departments/offices, upon request of an Appointing Authority of the
department/office, to perform certain functions of personnel administration
where appropriate or necessary and shall be responsible for the direction
of such persons as to performance of personnel administration, and shall
have the authority required to assure that the designated employees comply
with the direction received from the Chief Human Resources Officer.

From time to time, make recommendation to the BOS of a compensation
plan and adjustments to the plan for employees in County services. In
establishing the compensation plan, the Chief Human Resources Officer
shall consider the relative levels of duties and responsibilities of the various
classes of positions, rates paid for comparable positions elsewhere and
other relevant factors. The Chief Human Resources Officer shall make

Page 1 0of 3




CHAPTER | (GENERAL)

advisory pay recommendations for specific positions within the County if
requested by the respective Appointing Authority.

4. Promulgate rules relating to personnel and personnel administration in the
following manner:

a. The Chief Human Resources Officer shall establish and maintain a
personnel rule-making docket for each rule-making proceeding.

b. A personnel rule making proceeding is pending from the time the
Chief Human Resources Officer begins to consider proposing the
rule for adoption by BOS to the time the personnel rule-making
proceeding is terminated by the Chief Human Resources Officer or
has been terminated by adoption or rejection by the BOS. A copy of
the proposed rule must be posted in the various County workplaces
at least ten working days prior to the proposed date of submission of
the rule to the County Attorney for certification. Any employee may
make a written comment or suggestion on the rule and file it with the
Chief Human Resources Officer at least one day prior to the
proposed date of submission to the County Attorney. The Chief
Human Resources Officer may incorporate any comment or
suggestion in the proposed rule prior to submission to the County
Attorney.

C. For each personnel rule-making proceeding, the docket shall
indicate all of the following:

(1)  The subject matter of the proposed personnel rule and its
current status in the rule-making process.

(2) The name of the person within the Yuma County Human
Resources Department with  whom persons may
communicate regarding the rule.

(3) The date the proposed rule was provided to each Appointing
Authority for posting within the various County workplaces.

(4)  Whether any comment or suggestion was incorporated within
the proposed rule.

(5)  The date the Chief Human Resources Officer submitted the
rule to the county attorney for certification.

(6)  The date of the rule’s adoption.

(7)  The date of the rule’s rejection.
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(8) The date the Chief Human Resources Officer terminated the
rule-making process independently.

A personnel rule proposed for adoption is subject to approval and
certification, as legally correct, by the County Attorney in the same
manner as practicable as is set forth in the certification rules of
A.R.S. §41-1044. Following certification of the rule, the County
Attorney shall file the original and an electronic copy of the rule and
a concise explanatory statement directly with the Clerk of the Board
who shall present it to the BOS in a timely manner. The Chief Human
Resources Officer may withdraw the proposed rule at any time
before it is presented to the BOS.

Within 30 days after the adoption of the personnel rule by the BOS,
the Chief Human Resources Officer shall ensure that a copy of the
new rule is promulgated to all departments/offices for posting within
the workplace and that the personnel rules are amended to reflect
the adoption.

Historical Note: Adopted, Eff. 11/25/1994
Amended: 11/04/2002, 10/05/2015, 11/03/2025
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