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I.
PURPOSE
To provide a system for identifying and classifying each position within the HFD.

II.
SCOPE
This policy applies to all positions within HFD.

III.
POLICY
It is the policy of HFD, based upon the duties of each position; a Classification/Job Description Plan shall be established and maintained for the purposes of allocating title, scope of responsibilities, qualification requirements, and compensation levels for all non-contract positions within the District.

IV.
GUIDELINES
A. The Fire Chief shall be responsible for the Classification/Job Description Plan. Reference Executive Directives 101 – 113 Job Descriptions.

B. All positions shall be analyzed and classified based on the following factors:
1.
Duties and responsibilities

2.
Minimum requirements (education, experience, knowledge, skills, abilities)

3.
Fitness for duty requirements

4.
Salary range

C.
The classification title of a position shall be used in all official personnel and budget records and transactions.

D.
A classification specification/job description shall be established for each non-contract position, and a listing of the Classification Specifications shall be maintained for purpose of this policy.  The content of such shall be the following:
1.
Classification title

2.
Summary of duties

3.
Essential functions of the job

4.
Minimum qualification requirements

E.
The actual classification specification/job description is not a part of the Policy Manual and is subject to change at the discretion of the Fire Chief.

F.
The Fire Chief may conduct a study of any position to be considered for classification or reclassification.  Such amendments to the Classification/ Job Description Plan shall be approved by the Fire Chief.
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