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Iv.

A. The requesting department identifies that a vacant position’s classification does not

meet the operational needs of the department, based on its intended use of the
position, and identifies a more appropriate classification from within the current list of
classifications available for use. (Note — assistance is available from the Human
Resources Department if the requesting department is uncertain which classification
would be most appropriate.)

B. The requesting department, following applicable County administrative procedures,
obtains confirmation from the Budget unit of the Finance & Risk Management
Department that monies are available to fund the reallocation of the position to the
desired classification. (See references below)

C. The requesting department completes the Human Resources Vacant Position
Reallocation Request form (Attachment 1) and forwards the request, with a copy of
the Budget Division’s confirmation of available funding, to the Human Resources
Department, Attn: Classification and Compensation Team. Reallocation requests
received by the Human Resources Department without Budget Division confirmation
of available funding for the reallocation shall be returned to the requesting
department without action.

D. Human Resources staff reviews the request to determine if the requested
classification is the most appropriate classification for the position, based on the
intended use of the position, and whether the Budget Division has confirmed the
availability of sufficient funding for the reallocation from within the requesting
department’s current adopted budget.

E. Following review and recommendation by Human Resources staff, the reallocation
request (reallocating a position to a classification with a lower compensation grade)
is forwarded to the Human Resources Director or designee for approval. If the
requested reallocation is to a classification with a higher compensation grade, the
Human Resources Director shall forward the request to the County Administrator for
approval.

F. Upon approval of the reallocation, the Human Resources Department Classification
and Compensation Team shall prepare a Reallocation Report and send it to the
Appointing Authority and Department Personnel Representative (DPR) of the
requesting department, Budget staff and others as deemed appropriate.

G. The Human Resources Department Records Unit will update the HRIS/payroll
system (EV5) to reflect the new classification assigned to the vacant PCN.
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A. The Human Resources Department is responsible for reviewing reallocation
requests for vacant positions and ensuring appropriate documentation is presented
to the Human Resources Director and/or the County Administrator for
review/approval as appropriate. The Human Resources Department is responsible



ADMINISTRATION PROCEDURES - PROCEDURE NUMBER 23-48 Page 3/4

for notifying the requesting department and other staff, as appropriate, upon
approval of the reallocation request.

B. A department requesting reallocation of a vacant position is responsible for acquiring
confirmation from the Finance and Risk Management Department, Budget Division
that there is sufficient funding available within its operating budget prior to requesting
reallocation of a vacant position.

References:

Administrative Procedure 22-81 Personnel Services — Operating Budget Adjustments






