
RESOLUTION NO. 2015-02
A RESOLUTION OF THE UINTAH ANIMAL CONTROL AND SHELTER SPECIAL SERVICE DISTRICT TO APPROVE AND ADOPT REVISIONS TO TITLE 11: HIRING PROCEDURES, CHAPTER(S) 11.01 THRU 11.08 IN THE PERSONNEL POLICY AND PROCEDURE MANUAL. 
WHEREAS, the Administrative Control Board of the Uintah Animal Control and Shelter Special Service District desires to Approve and Adopt Revisions to Title 11: Hiring Procedures, Chapter(s) 11.01 thru 11.08 in the Personnel Policy and Procedure Manual.
SECTION 1.  This section being revised.
TITLE 11 HIRING PROCEDURES

CHAPTER 11.01
HIRING FOR NEW AND VACANT POSITIONS

CHAPTER 11.04
EMPLOYMENT APPLICATIONS AND EXAMINATIONS

CHAPTER 11.05
ESTABLISHMENT OF REGISTERS

CHAPTER 11.06
CERTIFICATION OF ELIGIBLE CANDIDATES FROM REGISTERS


CHAPTER 11.08
APPOINTMENTS

CHAPTER 11.09
VACCINATIONS AND MEDICAL EXAMINATIONS

Chapter 11.01

HIRING FOR NEW AND VACANT POSITIONS

Sections:

11.01.010
Hiring requests.

11.01.020    
Vacancies filled by promotion.

11.01.030
Outside Recruitment.

Section 11.01.010
Hiring requests.


When a position opens in a department of the Uintah Animal Control and Shelter Special Service District, or a need arises to create a new position, the Department Head shall submit a Personnel Requisition form to the contracted Personnel Human Resource Office. Notification of such request shall include the position title that is requested to be filled, number of vacancies to be filled and suggested date by which the vacancy should be filled.
Section 11.01.020
Vacancies filled by promotion.


The department heads shall provide, in all practical cases, that vacancies shall be filled by promotion on the basis of merit and qualification, thus enhancing the career service by providing upward mobility. In any case, the Personnel Human Resource Office shall post all job openings where all District employees shall be made aware of the opportunity for promotion three (3) days before regular outside recruitment activities are commenced.

Section 11.01.030
Outside Recruitment.


The community and labor market shall become the object of a recruitment effort utilizing newspaper ads, schools and colleges, etc. local print media (e.g. newspapers), Social Media (e.g. Facebook), the State Workforce Services Website, and any other applicable media outlets, three days after in-house recruitment efforts have been completed. Outside recruitment efforts shall continue for a period of time to be determined by the Personnel Human Resource Office. In any event, the length of a recruitment period shall be adequate to permit skilled and qualified applicants to apply for the job opening.
Chapter 11.04

EMPLOYMENT APPLICATIONS AND EXAMINATIONS

Sections:

11.04.010
Filing applications.

11.04.020
Review of applications.

11.04.030
Disqualification of applicants.

11.04.040
Examinations.

Section 11.04.010
Filing applications.


All applications for employment shall be made on forms prescribed by the contracted Personnel Human Resource Office. They must be filed on or before the closing date specified in the job announcement or postmarked before midnight of that date. Such applications shall include a statement from the applicant of all pertinent information regarding his/her training and experience, and in addition, the Uintah Animal Control and Shelter Special Service District Personnel Human Resource Office may require certification of his/her physical fitness from one or more licensed physicians and any other information that may be deemed necessary. All applications shall be signed and dated by the applicant, and the truthfulness of such statements contained therein shall be considered to be certified by such signature. Applications shall be kept on file for three months after submission to the Personnel Human Resource Office. Applicants wishing to extend the life of an application for a longer period may do so upon written notification to the Personnel Human Resource Office.
Section 11.04.020
Review of applications.


After the closing date for receiving applications for a job opening, the contracted Personnel Department Human Resource Office will then review all applications to see who does and who does not meet the minimum qualifications as specified in the job description. All applicants who are eligible for further consideration shall then continue with the selection process as provided by the Personnel Human Resource Office.

Section 11.04.030
Disqualification of applicants.


The contracted Personnel Human Resource Office may refuse to examine an applicant or, after examination, may disqualify such applicant or remove his/her name from a register or refuse to certify any eligible applicant on a register if:


A.
He/she is found to lack any of the minimum requirements established for the examination of the class of position.


B.
He/she fails any drug testing requirement that is part of the qualifications for the job.


C.
He/she has made a false statement of material facts in his application, or has practiced fraud or deception in his/her examination or in securing eligibility for employment.


D.
He/she has directly or indirectly obtained information regarding examinations to which, as an applicant, he was not entitled.


E.
He/she has failed to submit his application correctly or within the prescribed time limit.


F.
He/she has taken part in the compilation, administration or correction of the examination.


G.
Is physically or mentally unable to perform the essential duties and responsibilities of the position with reasonable accommodations (determined only after a conditional offer of employment, pending the results of a medical examination, has been extended to a job applicant.)


H.
Has failed to obtain a passing score, if an examination is required.


A disqualified applicant shall be promptly notified of such action, and an applicant who is not admitted to an examination because of failure to meet preliminary requirements shall be notified, by letter, mailed to his/her last known address. Such an applicant may appeal, in writing, to the Personnel Human Resource Office at any time prior to the date of the examination.

Section 11.04.040
Examinations.

A.
Notice of Examination. The contracted Personnel Human Resource Office shall give announcement of examinations at least five (5) days in advance of establishing a register and certifying there from. Examinations may include, but shall not be limited to, written, practical, medical examinations, psychological examinations and oral interview examinations. For classes of positions for which recruitment is difficult, the Personnel Human Resource Office shall conduct a positive campaign of recruitment in cooperation with the department in which the vacancy exists,. He shall make every responsible effort to attract qualified persons to compete in these examinations, by advertising the job opening in the local print media (e.g. newspapers), Social Media (e.g. Facebook), the State Workforce Services Website, and any other applicable media outlets.

B.
Character of Examinations. Examinations for employment with the Uintah Animal Control and Shelter Special Service District shall be conducted on an open competitive basis. Examinations shall be practical and realistic in nature, shall be so constructed as to reveal the capacity of the applicant for the particular position for which he/she is competing, as well as his/her general background and related knowledge, and shall be rated objectively.


The District Personnel Human Resource Office shall determine the factors necessary to develop an examination and shall assign definite weights to such factors or sub-factors prior to public announcement of the examination. The Personnel Human Resource Office shall make all examinations realistic and job-related to acquire the best qualified personnel to fill positons for District employment

C.
Conduct of Examinations. Tests may be conducted wherever necessary for the proper administration. The Personnel Human Resource Office may designate such proctors as may be necessary to conduct examinations under instructions prescribed by him or her and may also arrange for the use of buildings in which to conduct examinations.

D.
Rating Examinations. The Personnel contracted Human Resource Office shall determine a final score for each applicant taking an examination computed in accordance with applicable weights for the several parts as set forth in the announcement. Failure in any factor or sub-factor of examinations as set forth in the announcement shall disqualify him or her from participating in subsequent factors or sub-factors of the examination. All applicants for the same position shall be accorded uniform and equal treatment in all phases of the examination procedure.


E.
Training and Experience.  If training and experience comprise a factor of the total examination, the Personnel Human Resource Office shall determine a procedure for the evaluation of the training and experience qualifications of the various applicants based on employment applications and resumes received from the applicant. The formula used in the appraisal shall give due regard to the recency, quality as well as quantity of experience, and to the pertinence of the training.

F.
Veteran’s Preference. Veteran’s examination scores will be computed in the same manner as for any other applicant. No additional points will be added to the examination scores of either veterans or disabled veterans. If, in the final analysis, a veteran and a non-veteran come out equal in the combination of examination scores, the veteran will be given preference for hiring and appointment to the open position.


G.
Background Investigations. Before rating the training and experience or prior certification from the register, the Personnel Human Resource Office may investigate the applicant’s training and experience to verify the statements contained in his/her application form and will require evidence regarding his/her character and fitness. If this investigation procures information affecting the rating of training and experience, the Personnel Human Resource Office shall rate or re-rate the applicant’s record accordingly, make the necessary adjustments in the register and promptly notify the applicant of such re-rating.


H.
Oral Examinations. If the contracted Personnel Human Resource Office decides an oral examination is necessary for screening of applicants, then an oral board will be assembled accordingly. The oral examination board shall consist of three or more members appointed by the Personnel Human Resource Office, in cooperation with the Department Head., who shall be known to be interested in the improvement of public administration and the selection of efficient employees for the District. The board shall may include one member from the department to which the worker is applying, one Uintah Animal Control and Shelter Special Service District Board Member, and one member-at-large who occupies a position similar to that being filled, This These members shall be technically familiar with the nature of the work and the position for which the applicant will be examined. If at all possible, all applicants qualifying for the oral examination for the same position shall be rated by the same oral examination board.

I. 
Medical Examinations.



1.
Medical examinations shall be considered as part of the selection process for the following positions of the District.




a. Animal Control Officers.


All employees listed above shall successfully pass the medical examination prescribed by the District and conducted by a physician selected by the District. Medical examinations shall be paid for by the District.

J.
Notice of Examination Results. Each applicant passing all factors of the examination shall be notified by mail by the Personnel Human Resource Department of his/her final rating on the register as soon as the rating of the examination has been completed and a register established. An applicant who fails the examination shall be notified by mail of such failure. Applicants will be permitted to take any one examination no more than once in a six-month period. Examination scores will remain valid no longer than a six-month period.


K.
Examination Records. The contracted Personnel Human Resource Office shall be responsible for the maintenance of all records pertinent to the examination program. Applications and other necessary examination information shall be kept during the life of the register. Examination records of appointed employees shall be kept permanently, but examination records of other applicants not appointed may be destroyed in accordance with the Utah State statutes pertaining to records retention. All notices of change of address shall be filed by applicants and eligible with the Personnel Department Human Resource Office.

L.
Examination Announcements. When a register is exhausted or is not sufficiently adequate to make proper certification, the District Personnel Human Resource Office shall determine whether there is a need to establish a new register and all current applicants shall be so notified. Changes to a completed application already on file in the District contracted Personnel Department Human Resource Office may be made by an employee or another applicant for a position in a current examining program.

M.
Tests in keyboarding. Scores in keyboarding for open competitive examinations may be recognized for a period not to exceed six months from the date of the test. The District Personnel Human Resource Office may recognize certificates of proficiency which have been issued by reputable schools, businesses or employment agencies as long as they are current within the six month time period.

Chapter 11.05

ESTABLISHMENT OF REGISTERS

Sections:

11.05.010
Personnel department Human Resource Office to establish and 


maintain.

11.05.020
Preparation.

11.05.030
Duration.

11.05.040
Removal of names from registers.

11.05.050
Reappointment register.

Section 11.05.010
Personnel department Human resource office to establish and 



maintain.


It shall be the duty of the Department Head of each department to notify the contracted Personnel Human Resource Office as far in advance as possible of vacancies which may occur in the department. The Personnel Human Resource Office shall be responsible for determining the adequacy of existing registers for all positions.

Section 11.05.020
Preparation.


At the completion of testing, the Uintah Animal Control and Shelter Special Service District Personnel Human Resource Office shall prepare the registers beginning with the job candidate who has received the highest cumulative score for the job examination. The final rating given each individual shall be his/her final rating throughout the life of the register. If two or more eligible have identical final ratings, the names shall be arranged on the original register in alphabetical order by last name.


For those classes of positions for which the Personnel Human Resource Office has announced continuous receipt of applications and examinations whenever practical, the names of contestants who have passed the examination shall be inserted, according to their final ratings, into appropriate places in the last previously established register for the class of position.
Section 11.05.030
Duration.


Eligible registers shall automatically expire no later than three months after the date established, unless there is good reason established by the contracted Personnel Human Resource Office why this time allotment should be extended.


At any time during an effective term of an eligible register, the Personnel Human Resource Office may add thereto names of new eligible qualified by the giving of another examination providing that all elements of the examination are equal to the previous examination given. These new names shall be added and merged with the existing list in order of final ratings of those added and those already on the list.


Whenever a register is exhausted or replaced, the Personnel Human Resource Office shall notify, in writing, each District department and each eligible on the register at his/her last known address.

11.05.040
Removal of names from registers.


The District Personnel Human Resource Office may remove the name of any eligible from a register for the following reasons:


A.
For any causes shown under “Disqualification of Applicants” in


B.
Evidence that the applicant cannot be located by postal authorities.


C.
On receipt of a statement from the eligible declining an appointment, stating that he/she no longer desires consideration for a position with the department.


D.
If an offer of appointment to the position for which the register was established has been declined by the eligible.

The District Personnel Human Resource Office shall notify the eligible by first class mail to his/her last known address of this action and the reasons therefore.

Section 11.05.050
Reappointment register.

The contracted Personnel Human Resource Office shall maintain a reappointment register of former full-time, part-time and limited hourly employees who terminated in good standing. The reappointment register shall be maintained by the Personnel Human Resource Department and shall show the name, address, telephone number, department and title of the last position held by the former employee. Such former employee shall be considered, prior to any considerations given to other hiring registers of the District, for appointment to any position for which he/she has asked to be considered and is qualified. Persons whose names appear on this register shall be those District employees who were separated for reasons other than cause.


If an employee who has terminated employment with the District in good standing desires to be included on the reappointment register, he/she shall submit a written request for such inclusion with the Personnel Human Resource Department within thirty (30) days after termination.
Names of former employees who appear on the reappointment register shall be considered for reappointment according to the following preference: 


A.
For available full-time regular positions:



1.
First considered-full-time regular employees



2.
Second considered-part-time or limited hourly employees


B.
For available part-time positions, equal consideration.
Former employees on the reappointment register shall remain on such register for a period not to exceed one year from the date of termination.

Chapter 11.06

CERTIFICATION OF ELIGIBLE CANDIDATES FROM REGISTERS

Sections:


11.06.010
Requests for certification.

11.06.020
Certification method and certification from register.

11.06.030
Review by appointing authority.

Section 11.06.010
Requests for certification.


If a vacancy occurs in any position in any Uintah Animal Control and Shelter Special Service District department, or if new positions are established and employees are needed to fill those positions, a written request may be submitted by the Department Head to the contracted Personnel Human Resource Office upon the prescribed form. This request shall state the number of positions to be filled in each class, identify class title and other pertinent information.
Section 11.06.020
Certification method and certification from register.


Upon receipt of an approved requisition, the Personnel Human Resource Office shall certify and submit in writing to the Department Head the names of available persons from the most current eligible registers. If one position is involved, the Personnel Human Resource Office shall certify and submit the top five (5) names from the certified register established as a result of the examination process for that class of position. If more than one position is to be filled, the District Personnel Human Resource Office shall, for each position to be filled, certify and submit from each of the above described registers a total number of names equal to five (5) times the number of positions to be filled.

The certification shall include for each individual on the certification his/her name, address, telephone number and final grade from the examination process for the register from which certification was made. All persons having the same final grade as the fifth person available shall be certified. If the most appropriate register to be used contains fewer than five (5) candidates for hiring, a new register may be established if so requested by the department head. The remaining names on the current register shall be transferred to a newly established register based on current testing results, providing that all elements of the testing process for the new register are the same as the previous testing process.
Section 11.06.030
Review by appointing authority.

The department head shall consider for employment with the Uintah Animal Control and Shelter Special Service District any of the five (5) eligible which appear on the certified list provided by the Personnel Department contracted Human Resource Office. Furthermore, the department head may wish to interview any or all of the five eligible submitted by the Personnel Department Human Resource Office in order to gain a more complete assessment of the eligible. An eligible candidate who accepts an appointment shall, by such acceptance, authorize his/her name to be removed from any District register on which his/her name appears. An eligible candidate may be considered not available by the Personnel Human Resource Office if he/she fails to reply to a written inquiry to his/her last known address within five working days of the mailing of such inquiry or within 48 hours after transmission of such inquiry by telephone or electronic fax to the candidate.
Chapter 11.08

APPOINTMENTS

Sections:

11.08.010
Procedure.

11.08.020
Administrative review.

11.08.030
Declining employment.

11.08.060
Appointments for Classified positions.

Section 11.08.010
Procedure.


All appointments to permanent full-time or permanent part-time positions with the Uintah Animal Control and Shelter Special Service District shall be made through a request for eligible candidates in accordance with these regulations. Selection shall be made for each position from the five (5) highest available names from the register submitted by the District contracted Personnel Human Resource Office, exclusive of the names of those persons who failed to answer or declined appointment or of those persons to whom the Department Head offers an objection in writing based on the reasons for disqualification of applicants for examination when such objection is sustained by the Personnel Human Resource Office. All persons having exactly the same final grade as the fifth available person on the register shall be given consideration for appointment as if they were the highest five available names.
Section 11.08.020
Administrative review.


In selecting persons from those certified, the Department Head shall be permitted to examine copies of applications of those certified and all available information pertaining to them on file with the Personnel Human Resource Department. Final selection, reports of interview, unavailability of applicants and notification to eligible shall be reported in writing by the Department Head to the Personnel Department Human Resource Office. 

Section 11.08.030
Declining employment.


If the eligible candidate selected declines the appointment, evidence of declination and other such data shall be transmitted to the Personnel Human Resource Office for permanent recording. An individual may be considered by the Department Head to have declined appointment if he/she fails to reply within five (5) days after the transmission by mail of a written inquiry or within 48 hours after the transmission of a telephone or electronic fax inquiry. If an eligible accepts an appointment and fails to present him/herself for duty at the time and place specified without giving reasons for the delay satisfactory to the Department Head, he/she shall be deemed to have declined appointment and his/her name shall be removed from the appropriate register.
Section 11.08.060
Appointments for Classified positions.

Appointments for classified positions can be made from registers for other classified positions where minimum requirements of the position to be filled are met by the position for which a current register exists.

SECTION 2. Severability. The Provisions of this resolution shall be severable and if any provision thereof or the application of such provision under any circumstances is held invalid and it shall not affect the validity of any other provision of this resolution or the application in a different circumstance.
SECTION 3. Effective Date. This resolution shall take effect upon approval and adoption.

PASSED, ADOPTED AND ORDERED published this 16th day of January, 2015.

______________________
Chair-Person

ATTEST:

_______________________

Secretary


