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INTRODUCTION 

Tb.is manual of personnel procedures has been prepared for the use of 
operating departments O It should provide the answers to rr1ost of the 
personnel transactions questions that arise from day to day" Consider= 
ation of some questions has been purpope1y omitted since they occur 
infrequently and can be better resolved through discussion between the 
operating departments and the Civil Service Departmento 

The follu~ving pages discuss the u§e~ the preparation, and the routing of 
personnel formso In discussing the preparation of transaction reports~ 
the manual requires the operating department to su.bmit only that infor= 
mation which is essential to the Civil Service Department." 

The operating department may find it helpful in its internal procedures 
to prepare additional copies of the reports or to add other information 
not essential for Civil Service recordso 

Department heads are limited by the availabiHty of furds in the employ
ment of personnel. Operating departments are responsible for making 
proper financial arrangements with the Department of Administration. 
The Department of Civil Service and the Department of Administration 
have coordinated their internal procedures in order that all personnel 
actions for which funds have been provided can be effected without delay. 
It is assumed in the following statements that proper clearance ha.s been 
made with the Department of Administration v;rith regard to staffing, 
organization and the availability of fundi:L 
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HOW TO FILL A VACANCY 
AND MAKE AN APPOINTMENT 

Pagel 

The determination that a new position is to be created or that a vacancy 
is to be filled rests with the appointing authority. He is responsible for 
deciding when the position is to be filled 3 the period of time for which it 
will remain in existence 3 and for assigning the duties. 

1. REP OR TING A VACANCY 

Outlined below are steps to follow in filling a vacancy in the classified 
service, with the exception of transfer and demotion, which will be dis
cussed in other sections of this manuaL The following procedures are 
to be followed by the operating department and by the Civil Service De= 
partment: 

In reporting one or more vacancies, 

a. prepare a "Personnel Requisition" form (CS-2) in triplicate:1 
indicating the number of vacancies to be filled and submit all 
three copies to the Civil Service Department. A description 
of the duties is not required on replacement if they remain 
exactly the same. If there is a change in duties, this should 
be noted in detail in the proper places on the personnel requi
sition form. Duties of new positions should be described in 
detail in the space provided on the form or on a supplementary 
sheet. 

b. If you believe that the position requires an individual with 
special qualifications» you should specify on the requisition 
the nature of the qualifications and why they are necessary to 
the position. 

Co It is very important that you indicate on the personnel requisi= 
tion the kind of appointment that you wish to make. This deter
mination should be made in such a W?-,Y as not to hamper future 
operations. Most positions in the state service are full time 
positions of an unlimited continuin~ nature. A temporary posi~ 
tion, on the other hand, is one which is of short duration (not 
exceeding six months), covering a specific job that is not of a 
recurring nature. 

Defined below are the kinds of appointments which may be made. 
They fall into two main categories= -unlimited and temporary. 

(1) Unlimited=-full~time. This kind of appointment is to a regu
lar full=time position of a cobtinuing nature. 
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(2) ~~~-~~~-·~ =part=timeo This kind of appointment is to a po-
sition of unlimited duration ~lhich is not of a full=time nature. 
An example of this kind of appointment is a position which 
requires a person to work 3 per week on a. continuing 
year= round basis o 

(3) Unlimited=-seasonaL This kind of appointment is to a posi= 
tion which recurs each year for a period of time that is pe= 
culiar to a certain kind of employment. For example~ a job 
in road construction may extend fron1 March to October» or 
a job in the state parks from May to Septembero 

(4) Unlimited==intermittent. This kind of appointrnent is to a 
position of unlimited duration~ the work of which i_s sporadic 
in nature. In this case the employee works whenever he is 
needed as the work load dictates. 

All temporary appointments are limited by law to a period of six 
months and no person employed on a temporary basis may be 
given a second temporary appointment for a year from the date 
of his separation. 

(5) Temporary= =full=time. This kind of appointment is to a 
regular full=time position limited to six months. 

(6) Tempora.ry==part-timeo This kind of appointment is to a 
position of short duration that does not exceed six months 
and is not on a =tir.ne basiso For example~ the employee 
works 3 days a week for four months. 

(7) Temporary= =intermittenta This kind of appointrr1ent is to a 
position that does not ex:ceed -six rr10nths in duration and in 
which the work is sporadic in :natu:reo 'The e:rrnployee works 
on an occasional basis as the work load dictates. 

The Civil Service Department will allocate the position to its proper 
classo If the allocation. differs from tha.t proposed the department 
head or if a question arises on the proposed classification~ you will 
be notified immediately. 

The Civil Service Department will then determine the proper eligible 
list to be usedo 

The law provides that one name:1 that of the person with the greatest 
seniority, will be certified from the layoff list for each vacancy. 

In the absence of a layoff listv names are certified from the agency0 s 
promotional list. If you believe that the best interests of the state 
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will be served by certification from another list 1 follow the proc.e..: 
dure prescribed in the Rules. 

In the absence of both layoff and agency promotional lists, another 
list may be used, taking the preference of the department head into 
consideration: 

state-wide promotional list 
reemployment list 
open competitive list 

The certification of names from lists is made on the reverse side of 
the original copy of the requisition. 

The Civil Service Department will return the original and one carbon 
copy to you. If no eligible list exists or if fewer than three names 
are on the list, the Director may authorize provisional appointment 
by issuing two copies of a "Provisional Appointment" form {CS=3). 
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2. APPOINTMENT FROM AN ELIGIBLE LIST 

To appoint an individual from an eligible list 9 

aa report your appointment by noting the date of the appointment of 
the person selected in. the proper column on the reverse side of 
the requisition and return the original copy to the Civil Service 
Departmento If the requisition must be returned for certification 
of additional names because of non=availability of persons pre
viously certified, give reasons for such non~availability by not= 
ing them in the proper place on the requisition and returning 
both copies to the Civil Service Departmento 

bo If you reject a veteran whose name was certified, even though 
you appoint another veteran9 you are required by law to submit 
a letter to the Civil Service Departrnent outlining the reason or 
reasons for not appointing himo A copy of your letter must be 
sent~ to each veteran who was available and not appointed. If 
you offer the position to a veteran who refuses the position:-Tt 
rs~-not necessary to send him a letter. 

When an employee is appointed from a higher list to a position in another 
department, this action does not constitute a break in service. Follow~ 
ing appointment in the higher class i the employee is required to serve a 
new probationary period and has the right to :return to a position in his 
former class in the department from which he was promoted. 

The new department will report the appointment on a personnel requ1s1~ 
tion in the normal manner. The department which the err1ployee is leav
ing should report to the Civil Service Departrnent by letter the employee's 
last day on the payroll, the amount of annual leave he has to his credit] 
and the number of days of sick leave that should be established to the em
ployee's credit on the records of the new departmento A copy of this 
letter should be sent to the employee's new appointing authority. 
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3o PROVISIONAL APPOINTMENT 

To make a provisional appointment:: 

If a provisional appointrr1ent has been a.uthorized 9 note the appoint
ment of the individual on the "Provisional Appointment" formo Re= 
turn one copy of the appointment for0 m and the o:rigina.l copy of the 
form on which names have been certifiedo 

The law requires that you do not appoint anyone who has been employ= 
ed in the state service on a provisional bEusis within the preceding 12 
month periodo Ea-t:h prmlisionaJ appointment is limited by law to six 
months, although under very uri,:iu.s·!lJJ.al d::r·cun1.stances 9 extension may 
be authorized by the Civil Service Boardo 

An employee with stab'°rn ma.y aJLso be provisionally prornot.ed across 
departmental lines O To report the s epa.rat:ion and the promotion 9 the 
same procedures outlined uxider 20 abmre for p:rnrnotions across de= 
partmental lines will be fol.lowedo 

The Civil Service Department ,.v:LH notify the operating depart= 
ment if the appointment i~ not approved" 

4o APPOINTMENT ABOVE THE MINIMUM SALAR".if 

Ordinarily appointments should be :made at the rninimurn salaryo Prior 
approval of any appointment above the 1nininn1.rn r.n.ust be received from 
the Civil Service Department before the person cem be ernployed. 

To request an appointment abo-r\re the n:1:inhnu .. r:0 .. 9 

aa submit a letter to the Civil Service Depa.:ctm.ent before n1a.king 
your appointmento Consideration can be given appointrnents 
above the minimun1 only on th.e basis of exceptional qualifications 
of the individual or on the ha.sis o:f e:!!:n.erge:ncy ernployment condi= 
tions 3 except that fo:r:rr1er ernployees tna·,:.r be re em.ployed at the 
same rate of pay they received a.t the b.:··.11~·n:dnation of their servicea 

ho If you request appointment above the rninimu.m on the basis of 
emergency employment conditions 9 specify the higher salary on 
the requisition.a If your :eeq\\.test is based on. exceptional qua.lifi= 
cations of the individual 9 the req.uisition should show the rninimum 
salaryo Your request should be suhrnitted only after names of 
eligibles have been certified or p:.i~ov:l.r,lional appoint:me:nt author= 
izedo If you propo8e a saJary above the :i:nird.rnurn for a former 
employee~ show the rninirnl:rtn salary OI!'. the requisitionD but 
specify the higher sa1ar-y when you appoint hin1o 
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5<) EMERGENCY APPOINTMENT 

Emergency appointments of not more th;an ten working days may be made 
when conditions necessitate immediate action to carry on work vital to 
the public interesto No more than three emergency appointments for any 
one person can be ma.de in one calendar :,rear~ nor can these appointments 
be successiveo 

To make an emergency appointment,9 

ao check for previous emergency appointments of the prospective 
appointeeo 

ho Prepare and submit one copy of the "Emergency, Unclassified 
or Trainee Appointment" form. ( CS= 5 },, Emergency appointments 
will not be approved unless the conditions necessitating the emer= 
gency appointment are explained on the formo 

The Civil Service Department will approve the appointment if it is 
determined that an emergency exist& 9 

if the same person has had not more than three e:rnergency appoint= 
ments in the preceding twelve month period 9 and 

if the appointment does not immediately follow a previous emergency 
appointment of the same individuaL 

You will be notified only if the appointment is ,mot approvedo 
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60 TRAINEE APPOINTMENT: 

Before trainees can be employed, a training program must be establish= 
ed. Operating departments must first submit written information explain
ing the program's purpose and duration, the proposed salary, the class 
for which persons are to be trained, and the work schedule to be follow= 
ed before appointments of trainees under the program can be made. Fol
lowing written approval of a training program by the Civil Service Depart
ment, appointments of trainees made in accordance with an approved plan 
may be madeo 

To report a trainee appointment, after the program has been approved, 

a. fill out two copies of the "Emergency» Unclassified or Trainee 
Appointment" form (CS=5) for each trainee)) and 

b., send one copy to the Civil Service Department and retain one 
copy for your files. 

The Civil Service Department will check the form for compliance 
with the training program and will notify you only if your appoint= 
ment does not meet the conditions of the approved program. 

The Director reports each trainee appointment to the Civil Service 
Board. 



Page 8 

7. UNCLASSIFIED APPOINTMENT 

Positions in the unclassified service are not subject to the provisions of 
the Civil Service Lawo The law requires 1 however, that appointments 
and separations be reported for payroll purposes. 

Many unclassified positions are covered by a provision of an appropria
tions act which states that the salaries of ~employees in these positions 
shall be adjusted to the salaries of comparable classes in the classified 
service as determined by the Directoro Information about the duties of 
the position may be requested, therefore, to determine .the proper salary 
range assignment. The incumbent of the position may receive any salary 
set by his department head between the minimum and the maximum of the 
as signed range. 

To report an appointment in the unclassified service, 

prepare and submit one copy of the "Emergency, Unclassified or 
Trainee Appointment" form (CS=5). Note the clause number of 
Section 43. 09 under which this position is considered in the unclassi
fied service. 

The Civil Service Department will determine whether the posi= 
tion is properly in the unclassified service, 

check the salary assignment, and 

notify the department only if the position is not properly in the 
unclassified service or if the salary must be changed. 
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80 REINSTATEMENT 

A vacancy may be filled by the direct reinstatement of a former perma
nent.'or probationary employee within one year from the date of the em
ployee's resignation. 11 Former employee" for this purpose means a 
former employee of the agency requesting the reinstatement. Reinstate
ment cannot be made if an agency layoff list exists for the class involved. 
A voluntary demotion is considered a resignation from a higher class. 

To reinstate an employee, 

a. prepare and submit a letter to the Civil Service Department with 
the following information: 

(1) The name and class of the former employee, 

(2} the date of his resignation. 9 

(3) the effective date of the reinstatement, 

(4) the salary at which you propose to reinstate the former 
employee, and 

(5) the name and class of the former incumbent of the position. 
If the reinstated employee is to fill a new position, a descrip
tion of the duties and responsibilities of the position is to be 
included in the letter. 

(6) If you have previously submitted a personnel requisition in= 
tending to fill the position from .an eligible list» your rein= 
statement should state this and request cancellation of the 
requisition. 

Previous seniority and sick leave may be restored as provided in the 
Rules. This is not automatic. The department head must state whether 
he intends the employee to receive these benefits upon re:i.nstate:ment. 

b. Do not submit a requisition when you anticipate filling the posi
tion by reinstatement. The reinstaterr1ent letter alone is suffi
cient to complete this action. 

The Civil Service Department will review the proposed class and 
salary, check for existence of a layoff list~ and approve or disap= 
prove the proposal. 

The Civil Service Department will notify the operating department 
only if the action cannot be approved as proposed. If you wish to be 
notified of our approval of the reinstatement, submit two copies of 
the letter and the duplicate will be returnedo 
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CHANGES IN EMPLOYEE STATUS 

After an employee has been appointed, actions will occur affecting his 
civil service status which must be reported to the Civil Service Depart
ment. Listed below are the procedures to be followed by the operating 
department in reporting these actions and those followed by the Civil 
Service Department. 

lo CERTIFICATION AFTER PROBATION 

Any employee who has been appointed from an eligible list, with the ex
ception of the layoff list, must serve a six month probationary period,, 
The probationary period is considered an integral part of the examination 
process during which the work of the employee should be observed close
lyo He may be demoted or dismissed at any time during the probationary 
period without right to appeal if he does not meet the required work 
standards. 

The appointing authority is required to certify him as a permanent em
ployee or separate him from the payroll before expiration of his proba
tionary period. If an employee is not certified as satisfactory after pro
bation, the law provides that the state cannot pay for services rendered 
by the employee beyond the probationary period. {See pages 24 and 27 
regarding demotion or dismissal of individuals serving a probationary 
period following transfer. ) 

The Civil Service Department cannot approve a probationary period of 
less than nor more than six months. The law is specific in establishing 
a six months' probationary period for all classes of employment. 

The Civil Service Department will notify the appointing authority 
approximately one month in advance of the date of the expiration of 
the employee's probationary period. Three copies of the "Classifi
cation Questionnaire," to be prepared by the employee, will be en
closed with this notice. 

The Civil Service Department will make every effort as a service 
to operating departments to give notification prior to the expiration 
of employees' probationary periods O The primary responsibility 
for noting the expiration of the six months' period and for subsequent 
action, however, remains with the appointing authorityo 

If you intend to certify the employee, 

a. give the classification questionnaire forms to the employee for 
his completion. 
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b. Submit one completed copy of the "Classification Questionnaire" 
to the Civil Service Department 15 days prior to the end of the 
probationary periodo (For instructions concerning its prepara
tion, see page 3'1 ~ ) 

Co Complete in duplicate and submit at the completion of the proba
tionary period a "Change of Employee Status" form (CS-4) indi
cating that the employee is certifiedo (For procedures concern
ing the dismissal or demotion of an employee during probation~ 
ary period, see pages 24 and 27. ) 

The Civil Service Department will return the duplicate copy of the CS-4 
to you indicating approval or disapprovaL 
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2. MERIT INCREASE 

At least once every twelve months the department head must review the 
salatjrof E:fach -employee to determine whether the employee merits a 
salary increaseo The appointing authority is required to advise the em
ployee of his determination. 

a .. NORMAL SALARY INCREASE 

To propose a normal salary increase!/ 

(1) prepare and submit in duplicate a "Change of Employee Status'' 
form (CS-4) indicating a salary increase. The effective date 
of action for a salary increase is the first day the employee 
will work at the increased rate of pay. Normally an employ= 
ee may not receive a salary increase of more than one step 
nor more often than once every six months. 

(2) You may use the same procedure for reporting salary adjust
ments for unclassified employees. If you prefer, you may 
notify us by letter. In the case of unclassified employees, 
salary adjustments are not subject to Civil Service Depart
ment approval, so long as they are within the appropriate 
salary range (see page 8.} The Civil Service Department 
notes the change for payroll purposes onlyo 

(3) Submit both copies of the "Change of Employee Status 1
' form 

to the Civil Service Department. 

The Civil Service Department will return a copy of the form to 
the operating department indicating approval or dis~pprovaL 

b. EXCEPTIONAL MERIT INCREASE 

If thff appointing authority deems it advisable 1 due to unusual em
ployment conditions or the exceptional performance of the employee, 
to grant an increase of more than one step or rnore often than every 
six months, he may request an exceptional increase by specifying 
the reasons in a letter. 

To propose an exceptional merit increase, 

send your letter explaining the increase with a CS=4 showing 
the proposalo 
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The Civil Service Department will return an approved copy of your 
form if the action has the concurrence of this department and funds 
are available. 

(If funds are not available, you will be notified by the Budget Divi
sion of the Department of Administration.) 

The Civil Service Department will return a copy of your form mark
ed "disapproved" if the proposed action is not approvedo 

30 SALARY DECREASE 

An employee~1s salary may be decreased for disciplinary reasons. By 
law, the department head is required to give a permanent employee a 
written statement of the reasons for reduction in pay. The employee 
must be permitted five days' time to reply in writing, or upon his request, 
to appear personally to reply to the head of the department. A copy of 
the department head's statement and the employee's reply, if any, must 
be filed with the Director of Civil Service prior to the date the decrease 
becomes effective. 

A permanent employee whose salary is reduced for cause has a right to 
a he~ring before the Civil Service Board. 

To report a salary decrease, 

ao submit a "Change of Employee Status" form (CS=4) in duplicate. 
The effective date of the action is the first day the employee 
works at a decreased rate. If the affected employee has perma
nent status, the provisions of law regaTding proper notice must 
be followed. 

ho Submit two copies to the Civil Service Department before the 
effective date of the action. 

The Civil Service Department will return one copy't to you indicating 
approval or disapproval, and 

notify you if the employee appeals to the Civil Service Board. 

In rare instances an employee I s salary may be reduced at his request or 
at his volition. If an employee agrees to a salary reduction within his 
salary range, he has no right to appeaL 
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4. LEAVE OF ABSENCE WITH PAY 

Department heads may grant leave of absence with pay for~ 

a. illness of an employee~ 

b .. vacation, 

Ca jury duty' or 

d. military serviceo 

It is not necessary to report,a leave of absence with pay to the Civil Serv
ice Department for the kinds of leave listed above so long as the employ
ee is compensated by the state for earned vacation or sick leave time. 
For further detail 9 refer to the Rules as their provisions are specific. 

e. Employees may be granted leave of absence with pay for educa
ticmal purposes by certain departments operating with federal 
fundsa These leaves should be reported by submitting a "Change 
of Employee Status" form (CS-4) showing the amount of the fed
eral stipend. 

£. Leave of absence with pay may be granted to ernployees who are 
receiving Workmen's Compensation p?-yments if the employee 
makes an arrangement with his department head to use accumu
lated sick leave or vacation while receiving Workmen's Compen
sation. In no case may the total payment to the employee using 
sick leave time and Workmen's Compensation payments exceed 
his regular salary. All Workmen's Compensation leaves with 
or without use of sick leave must be reported by submitting a 
"Change of Employee Status" form. 
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5. LEA VE OF ABSENCE WITHOUT PAY 

Leave of absence without pay may be granted by a department head for 
the following reasons~ 

To permanent or probationary employees for: 

military service (See page 1 7 for procedure L 

employment in the unclassified service 9 or 

illness of the employee., 

To permanent employees only~ 

Permanent employees may be granted leave of absence for a 
period not exceeding a total of 12 months in any consecutive 
14 months for study or travel 1 or for other :reasons. 

The pr~imary consideration in a leave of absence of this kind is whether 
the leave requested is in the interest of the state. No leave should be 
granted unless the state will receive sorne compensating benefits as a 
result. 

An employee who has shown by his record of service to be of more than 
average value to the state 3 whose services it is desirable to retain even 
at some sacrifice, may be granted leave of abse:nce. 

To propose leave of absence without pay for employment in the unclassi
fied service 9 illness of the employee, or for study and travel 1 

a. prepare and submit in duplicate a "Change of Employee Status" 
form (CS=4). Show all supporting information on the form or 
in an attached letter. For example: 

(1) If the reason for leave is to accept an unclassified position, 
specify the position and the department .. 

(2) If the leave is for illness of three months or less 9 state 
type and severity of illness on the form. If a proposed leave 
for illness exceeds three months or is "indefinite," a phy
sician's statement relative to the employee's condition and 
the prognosis of the illness should be attached to the origi~ 
nal copy of the farm. 



Page 16 

( 3} If the leave is for study or travel, include in the form how 
the state would benefit from the action, or the reasons why 
you consider the employee exceptionaL 

The Civil Service Department will review the form and return a 
copy indicating approval or disapprovaL 

To propose an extension of leave of absence without pay, 

submit a CS=4 and include an explanation of the circumstances speci
fying the date to which you propose to extend the leave within the 
limits of the Ruleso In cases of illness, in.elude a physicianRs state
ment. 

60 RETURN FROM LEA VE OF ABSENCE 

If the employee's leave of absence was approved for a specific period 
and the employee returns to work at the end of the period, a report of 
return is not necessary. 

If an employee is granted a leave for an indefinite period, however, or 
if he returns before the expiration of his approved leave, you should re
port his returno 

To report return from leave of absence, where ne~essary, 

prepare and submit a "Change of Employee Status11 :form (CS-4) 
in duplicate indic_ating "return from leave of absence. 11 The effec= 
tive date is the employee's first day of active service upon r_eturno 
Make certain that you indicate the position to which he is returningo 

The Civil Service Department will return to you a copy of the 
CS-4 indicating approval or disapprovaL 
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7. MILITARY LEAVE OF ABSENCE WITH PAY 

Employees on inactive duty with organizations such as the National Guard 
or the organized military reserves who are called into active duty for a 
temporary annual training period, or into active duty of an indefinite na
ture, receive fifteen calendar days I military leave with payo If the leave 
is only for a fifteen calendar day period,, the action may be shown by pay
roll notation. 

If the leave is for an indefinite period 1 combining a leave with pay with a 
leave without pay, follow the procetlures shown below. The employee is 
to be paid for fifteen calendar days I military leave beginning with his first 
day of active duty. The form reporting leave of absence should specify 
military leave with pay from _______ to---~---·. Any period 
to be covered by vacation leave should also be specifiedo Leave without 
pay begins on the day the employee's name is removed from the payrolL 

Bo MILITARY LEA VE OF ABSENCE WITHOUT PAY 

All state employees who enter active military service have a right to mil
itary leaveo The effective date is the day following the employee's last 
day of active state serviceo During his military service 9 an employee 
accrues all the benefits of regular employm.ent 9 except that the time 
spent in military service cannot be credited toward completion of a pro
bationary periodo A military leave terminates by law upon expiration 
of an appointment which itself is limited by legal provisions. 

To report a military leave of absence, 

a. prepare two copies of a 11 Change of Employee Status" form (CS-4) 
and send the original to the Civil Service Department. 

b. State on the form that you have seen a copy of the employee's 
military orders. 

c. Keep the duplicate for your fileso 

The Civil Service Department will note the leave and retain the ori
ginal copy of the form. 

Military leave is mandatory under the law if an employee is ordered to 
active military serviceo Neither his department head nor the Civil Serv
ice Department has any discretion in the matter if the provisions of the 
military leave law are meto 

A member of the National Guard or any reserve component of the armed 
forces who is ordered to active duty for a period exceeding fifteen calen
dar days. is to be given military leave with pay for the fifteen calendar 
days following his l~st day of state service, followed by military leave 
without pay for the remainder of his military active duty periodo 
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9. REINSTATEMENT FROM MILITARY LEAVE OF ABSENCE 

To report this action, 

a. prepare and submit a letter stating the following conditions are 
fulfilled: 

(1) Employee has submitted to you a copy of his honorable dis
charge or other form of release indicating that his service 
in the armed forces was satisfactory. 

(2) Employee has made a written request to you for reinstate
ment within 90 days after the effective date of his separa
tion from the armed forces. If the employee is hospitaliz= 
ed immediately following his separation as a result of mil
itary service, he must apply for reinstatement within 90 
days of his discharge from. hospitalization, but in no case 
may the peribd exceed one year and 90 days after termina
tion of military service. 

(3) Employee is physically and mentally able to perform the 
duties of his position. 

(4) That the employee's position has not been abolished nor has 
his term of employment expired if it was temporary or pro
visionaL 

(5) Indicate the position to which he will be reinstated, the ef
fective date of action, salary adjustments that would have 
been granted had he not been on leave~ and the salary rate 
at which you plan to reinstate him. 

b. Since the employee is entitled to accrual of sick leave and vaca
tion leave for each month during his military leave, your records 
should be noted accordingly. Only in this instance is vacation 
not limited to a maximum of 24 days. An employee may be rein
stated from military leave with more than 24 days of vacation. 
time to his credit, but all vacation. time in excess of 24 days 
must be used within two years of reinstatement. 

The Civil Service Department will notify you if the action is disap= 
proved. If you desire notice of our approval, submit two copies of 
the letter and the Civil Service Department will return the approved 
duplicate. 
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10. DEDUCTIONS FROM SALARY FOR ABSENCES OF LESS THAN A 
PAYROLL PERIOD 

You may report permanent, probationary or provisional employees' ab=· 
sence$ of fifteen days or less for which no payment will be made by a 
payroll notation stating "Absent from _______ (first day employee 
is off payroll) thru _______ (last day employee is off payroll)" 0 

Do not submit a "Change of Employee Status 11 form unless the period of 
absence will exceed a payroll periodo 

llo TEMPORARY ABSENCE OF A PROVISIONAL EMPLOYEE 

Provisional employees, except those eligible for military leave, cannot 
be granted leave of absence. As provisional employees by law have no 
right to their positions i they can be given no right to return to them after 
an absence. 

If it is necessary for a provisional employee to be absent from duty for 
more than a payroll period and the absence is not compensated by vaca
tion or sick leave, the operating department must report by letter to the 
Civil Service Department the period during which the employee will re
ceive no pay. This temporary separation from the payroll cannot be 
construed to give the employee any civil service status and he has no 
legal right to the position when he is ready to return to worko His total 
period of employment cannot be extended by virtue of his temporary 
absence. 

12. NAME AND ADDRESS CHANGE 

It is necessary that name and address changes be reported so that the 
Civil Service Department records will conform with the names included 
on payrolls. Address changes are not required by the Civil Service De
partment, but as a service to departments and employees, all reports 
submitted are made a part of the employee's recordo 

To report name and address changes, the operating department should 
submit one copy of the "Change of Employee Status" form (CS-4). 

The Civil Service Department will note the change on its records 
and retain the copy for its file:s. 
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13. INTERRUPTED SERVICE OF SEASONAL AND INTERMITTENT 
EMPLOYEES 

Employees working on a seasonal or intermittent-i:basis have periods of 
work inactivityo In most cases such positions recur year after year 
with the same employees filling them. Their appointments should be 
reported as if th~y were employed on an unlimited basis. It is not nee -
essary to reappoint them at the beginning of each season or to submit 
forms to separate them from the payroll at the end of a season. In 
effect, during the periods of inactivity, the employees are laid off. 
To facilitate p~roll processing, however, you m~y advise us of their 
return to work and of their last working day for each period by payroll 
notation on}ji-. Payment for accumulated vacation and overtime at the 
end of each season may also be reported by payroll notation. 

Appoint employees in seasonal and intermittent positions only once. 
Only when they are not expected to return for the next season and are 
finally terminated from the state service must you submit a form for 
separation reporting one of the actions described in the section "Sepa
ration of Employees." 
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14. TRANSFER 

There are three kinds of transfers~ 

between positions in different classes 9 with equal salary ranges, 
in the same department or organization unit; 

between positions in the same class in different departments or 
organization units; and 

between positions in different classes, with equal salary ranges, 
in different departments or organization units. 

A change from one position to another position in the same class and in 
the same department or organization unit is a change in work assign
ment and not a transfer. 

You may report a work assignment by submitting a letter advising the 
Civil Service Department of the change. If the positions in question 
are allocated properly, there is no approval needed. It is entirely the 
department head's responsibility to make work assign.rnents. 

To propose a transfer between different classes in the same department 
or organization unit 9 

ao prepare and submit in duplicate a "Change of Employee Status" 
form (CS=4) indicating the transfer. The effective date of ac
tion is the first day the employee is to perform the duties of 
the new position. The employee 9 s signature should be on the 
form to show that the transfer meets with his agreement. 

b. Submit both copies to the Civil Service Department. 

The Civil Service Department will check the proper cl.ass of the 
position, decide whether the employee possesses satisfactory 
qualifications to perform the duties of the new class, or whether 
he will be required to demonstrate his ability by taking an exami
nation, and return a copy to you indicating approval or disapproval.,. 

To propose a transfer from one to another·_ department or organization 
unit, the head of the department from which the ernployee is transferring 
will 

a, prepare a "Change of Employee Status" form in triplicate when 
all details of transfer have been agreed upon by both appointing 
authorities and the employee. The original department should 
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fill in all blanks pertaining to the employee's situation before 
transfer o There are conditions of transfer that should be dis= 
cussed and agreed upon before appointing authorities and the 
employee sign a transfer form indicating agreement on the fol
lowing points~ 

(1) Probationary period = A permanent or probationary employ
ee may be required to serve a full six months I probationary 
period upon transfer at the joint request of the two appoint
ing authorities O Notice of this requirernent should be shuwn 
on the transfer form and a copy furnished to the employee 
and the Civil Service Department before the effective date 
of the actiono 

If the employee is dismissed from the new department dur
ing this probationary period, he will be :restored to a posi
tion in his former class in the department from which he 
was transferred. 

(2) Salary - An employee may be transferred at the same sal
ary or at any lower salary within the range that may be 
agreed upon. 

(3) Payment of vacation time = The employee is entitled to 
payment in cash for accumulated vacation time by the de
partment he is leaving. The e:rnployee may request that 
all or part of his vacation be established to his credit on 
the records of the new department. The new department, 
however~ may or may not accept vacation liability. If it 
does, this should be shown on the transfer form. 

The 1rlew department shall accept all accrued sick leave to the 
employee's credito ---

b. Secure the employee's signature if all conditions of transfer have 
been agreed to by the employee. 

c. Send the form to the head of the department to which the employ-
ee is transferring. 

The new appointing authority should complete the form by filling in blanks 
relating to the employee's status after transfer and send it to the Civil 
Service Department. 

The Civil Service Department will check the proper class of the po
sition, decide whether an examination is necessary if the employee 
is transferring to a different class, and return a copy of the trans
fer form to both department heads indicating approval or disapproval. 
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15. DEMOTION 

Demotions are of three types; two of these are voluntary and reflect no 
discredit upon the employee.. The third kind of demotion is a disciplin
ary actiono 

ao Demotions mutua.lly agreed upon by the employee and his appoint
ing authority 

(1) Demotion in lieu of layoff = A permanent or probationary 
employee who is to be laid off may be demoted voluntarily 
in lieu of layofL The departm.ent head decides whether the 
employee is to be laid off or offered a position in a lower 
classo In event of this type of demotion of a permanent em= 
ployee 9 the law requires that the employee and the Civil 
Service Department be notified at least 15 days prior to the 
effective date of the action layoff is necessary. This 
layoff notice can include an offe:r of demotion. If the origi= 
nal letter advises the employee only of the abolition of his 
position9 it can be changed later by submission of a report 
of demotion if the appointing authority and the employee 
mutually agree to demotion in. lieu of layoffo 

(2) Demotion at the request of the em.ployee = Employees may 
request demotions of their appointing authorities for rea
sons of health, preferred location of work or for other per= 
son.al reasons. This type of.demotion is in effect a resig= 
nation from a higher class. The employeegs reasons for 
the request should be given. The em.ployee loses all status 
he mlty have had in the higher class. If de:motion is ap= 
proved» the employee mayj within one year of the effective 
date, request the Director of Civil Service to place his 
name on the reemployment list for the higher class. 

To report a voluntary demotion, 

prepare and submit two copies of the "Change of E:tnployee Status" 
form ( CS=4). Refer to the Rules for the effect of demotion on the 
employee's compensation. The ernployee must sign the form indi
~ating his approvaL The effective date of action is the day the em= 
ployee assumes the duties of the new position.. 

The Civil Service Department will check the class of position 
to which the demotion is made; place the name of the employee 
on the layoff list and on the state-wide reemployment list for 
his former class if the demotion is made in lieu of layoff; and 
return a copy to the operating departrnent indicating approval 
or disapprovaL 
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b. Demotions for cause in which the appointing authority, for disci= 
plinapy reasons or other causes 9 el:ects to demote the employee,. 

( 1) A permanent employee may be demoted :invoh.u1ta:rily only for 
just c~use and an employee so demotecl has a right to a hear
ing before the:Cirvil Service Board. According to law, the 
employee shall, before a demotion for cause becomes effec
tive, be furnished with a written statement from his depart
ment head giving the reasons for the action. The employee 
must be permitted five days in which to reply in writing, or 
upon his request, to appear person.ally and reply to his de
partment head. Copies of both the departrnent head's state -
ment and the employee's reply 9 if any, shall be filed with 
the Director of Civil Service before the demotion becomes 
effective. 

(2) A probationary employee may be demoted at any time during 
the probationary period if the department head determines 
the employee's services have not met the required work 
standards. In this type of demotion 9 no statement of reasons 
is necessary and the employee has no right to a hearing. 

To report a demotion for cause 9 

a. prepare a "Change of Employee Status" form (CS=4} in duplicate 
indicating demotion. The provisions of law regarding proper no
tice must be complied with. Refer to the Rules for the effect of 
a demotion on the compensation of a permanent or probationary 
employee. The effective date of action is the day the employee 
assumes the duties of the new position. 

b. Submit two copies of the form to the· Ci:rvil Service Department. 

The Civil Service Department will check the class of position to which 
demotion is made; return a copy of the form to the operating depart
ment indicating approval or disapproval; and notify the department if 
the employee appeals the action. 
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16. SUSPENSION 

A permanent employee may not be suspended for: a period or periods ex
ceeding 30 days in any twelve =month period:1 except for just cause. Sus -
pensions of less than 30 days give the employee no right to appeaL If he 
is suspended for more than 30 days 1 he has a right to a hearing before the 
Civil Service Board and notice similar to that required by law for demotions 
for cause and dismissals must be given to the employee and to the Civil 
Service Department. 

A suspension of any employee for a period of less than 30 days within a 
twelve=month period should be reported to the Civil Service Department 
and to the employee promptly:1 but the employee has no right to written 
notice or to appeaL A permanent employee suspended for 30 days or 
less may within 30 days of suspension make a written request for the rea
sons. His department head must then furnish a written statement to the 
employee and file a copy with the Civil Service Director. 

To report the suspension of an employee :1 

ao complete the II Change of Employee Status 11 form ( CS= 4) in dupli
cate indicating suspension. The effective date of action is the 
day after the employee's last day of active service. 

b. Submit the two copies of the form to the Civil Service Department. 
An additional copy may be prepared to give to the employee as 
notice. 

c., If the suspension exceeds 30 days~ follow the legal provisions 
regarding proper notice. Reasons are desirable for a suspen
sion of 30 days or less but are not necessary unless requested 
by the employee. 

The Civil Service Department will return a copy to the operating de
partment indicating approval or disapproval; ands notify the operat= 
ing department if the employee appeals the action in the case of a 
suspension of a permanent employee for more than 30 dayso 
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SEPARATION OF EMPLOYEES 

In this section the various actions by which state employees are separat
ed from state ~ervice are listed together with procedures for reporting 
these actionso 

L VOLUNTARY RESIGNATION 

To report an employee 1 s resignation:1 

a. prepare a "Clrange of Employee Status" form (CS-4) in duplicate 
indicating resignation. The effective date of action is the em= 
ployee' s last working day. 

Upon resignation 9 the employee is entitled to a lump sum payment 
for the vacation leave he has accumulated to a maximum of 24 
days. If an employee's regular days off are other than Saturday 
or Sunday9 specify his d.~ys off on the form. Indicate also the 
number of vacation days and overtime hours for which he will be 
paid on separation. 

The employee's signature is necessary on a resignation form or 
an explanation must be given why his signature does not appear 
on the form to show that the resignation is voluntary., It is de
sirable that the reason for resignation be shown on the form when; 
ever possible. 

b. Submit two copies of the form to the Civil Service Department. 

The Civil Service Department will return a copy to you indicating ap
proval or disapprovaL 

2., AU TOMA TIC RESIGNATION 

An automatic resignation is not a resignation in good standing. A depart
ment head may take this action when an employee is absent for three con
secutive work days without leave. The steps followed by the operating 
department and by the Civil Service Department are the same as those 
described above for voluntary resignation with one exception. In case of 
automatic resignation, the employee is not required to sign the formo 

The operating1-department will indicate "Automatic Resignation" as the 
reason and indicate the length of time the employee was absent without 
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leave. The effective date of action is the last day the employee worked. 
The appointing authority should not prepare a form for automatic resig
nation, however 9 until the employee has been absent without leave for 
three working days. 

3. DISMISSAL 

A permanent employee may be dismissed only for just cause and the em= 
ployee is entitled to a hearing before the Civil Service Board. 

If a permanent employee is dismissed, the department head is required 
by law to furnish the employee a written statement setting forth the rea
sons for the dismissal. The employee must be permitted five days' time 
to reply in writing, or upon his request 9 to appear persomtlly and reply 
to the head of the department. The department head's statement of the 
reasons and the employee's reply 9 if any, must be filed with the Director 
of Civil Service before the action becomes effective. 

A probationary employee m?,y be dismissed at any time during the proba
tionary period that the appointing authority determines the employee's 
services do not meet the required work standards. A statement of rea= 
sons is desirable but not required and the employee has no right to a 
hearing. 

To report the dismissal of an employee 9 

a11 prepare the "Change of Employee Status 11 form (CS=4) in dupli
cate indicating dismissaL The employee is entitled to a lump 
sum payment for annual leave he has accumulated. The effec -
tive date of the action is the employee 0 s last working day. 

ho Submit two copies to the Civil Service Department indicating on 
the form the date of notice to the e:rnployee. Proper notice from 
his department head must be given a permanent employee as re
quired by lawo 

The Civil Service Department will return a copy to the op~rating de
partment indicating approval or disapproval; and notify the operat= 
ing department if the employee appeals to the Civil Service Boardo 

4o LAYOFF 

If an employee is to be demoted in lieu of layoff 3 refer to the section of 
this manual on demotions (see page 23). 



Page 28 

In the event of the layoff of a permanent employee, the appointing author
ity is required to give the Civil Service Department and the employee 
written notice at least fifteen days prior to the effective date of the lay= 
·offo · A probationary employee who is to be laid off rnust be given pr_ior 
notice of layoff, but not necessarily fifteen days in advance. A copy,of 
the "Change of Employee Status" form. may be used as notice. 

To report the: layoff of an employee 9 

ao check the seniority of all your employees in the class from which 
layoff is necessary. After the termination of all provisional em
ployees, the permanent or probationary employee with the least 
seniority in the class will be laid off firsto 

Layoffs must be made in inverse order of seniorityo If an employee waives 
his right to a position 9 his statement to that effect must be filed with the 
Civil Service Department. 

b. Prepare a "Change of Employee Status" fo:rm in duplicate indi
cating layofL Upon layoff, the employee is entitled to the lump 
sum payment for all the annual leave he has accu.mulatedo The 
effective date of action is the employee 0 s last working dayo 

c. Submit two copies of the form to the Civil Service Department. 
A third copy of the form may be used as notice to the employee. 

The Civil Service Department will place the employee's name on the 
layoff list in order of seniority if layoff is approved; and return a 
copy to the operating department indicating approval or disapproval. 

5. TERMINATION OF PROVISIONAL APPOINTMENT 

Employees appointed on a provisional basis rnust be terminated within 
six months after the date of appointmento In unusual instances the term 
m~y be extended by the Civil Service Boardo If replacernent from an eli
gible list is available~ the provisional appointrnent must be terminated. 

Terminations of provisional promotions of permanent or probationary em~ 
ployees will be accomplished in the same manner as for other provision-
al employment. The day following the effective date of termination of pro
visional pJ"omotion, the employee will be restored to the class in which 
he has status. His former salary rate or a rate within the range for the 
lower class that does not exceed the rate he might have reached through 
merit increases if he had not been promoted 9 will be approved if propos
ed by the appointing authority. 
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To report the termination of a provisional appointment1 

prepare and submit a "Change of Employee Status" form (CS~4) in 
duplicate indicating the termination of a provisional appointment. 
Upon termination:i a provisional employee who has had six months 
or more of satisfactory service. in the state service is entitled to a 
lump sum payment for the days of annual leave he has accumulated. 

The Civil Service Department will return a copy to you indicat= 
ing approval or disapproval. 

To report the termination of a provisional promotion 9 

prepare and submit a 11 Change of E:rnployee Status" form in duplicate 
indicating termination of provisional promotion<> The effective date 
of termination of provisional promotion is the last day the employee 
will work in the higher class. Indicate the salary to be paid in the 
lower class and identify the specific position which the employee 
will fill. 

The Civil Service Department will return a copy to you indicat~ 
ing approval or disapprovaL 

60 DEATH AND RETIREMENT 

The steps followed in reporting the separation of an employee because of 
death or retirement are the same as those described above for termina
tion of provisional appointment 9 except that if an employee retires before 
he reaches the age of 70, he must sign the form indicating that the action 
is voluntary. 

Deferral of retirement of employees who have reached the age of 70 is 
discussed on page 36. 
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RELATED PROCEDURES 

1. OVER TIME PLANS 

Department heads who require or permit work beyond the established 
eight hour normal work day and the 40 hour normal work week are re
quired to prepare written regulations governing overtime 9 Overtime 
compensation will be approved only for overtime worked in accordance 
with approved overtime plans. 

To install an overtime plan, 

prepare and submit a letter in quadruplicate furnishing information. 
concerning conditions under which cash p~yrnent for overtime is pro
posed and rates to be paid. It is also necessary to state the condi
tions under which compensatory time may be accrued, used and can
celed while the employee is working and at the time of separationo 
In addition, the plan must include conditions under which neither 
compensatory time off nor overtime payment in cash will be allowedo 

The Civil Service Department w;ill review the proposed plan and 
notity the operating department if the plan is incomplete or does 
not meet the requirements of the Rules, 

OR submit the plan indicating the Civil Service Department's ap
proval to the Department of Administration, and 

after the Department of Administration indicates approval or 
disapproval to the Civil Service Departmentl> notify the operat
ing department of the final action. 

If the plan is approved, the operating department should post copies of 
the regulations for the information of the affected employeeso 

The above procedure also will be followed at any time the appointing auth
ority proposes amendments to his approved overtime plano 



Page 31 

20 CLA.SSIFICA TION REVIEW 

The duties and responsibilities of an employee's position are reviewed 
by the Civil Service Department prior to the employee I s completion of 
his probationary period in that position.. Positions also may be reviewed 
at other times upon request of the department head or the employee, or 
upon the initiative of the Civil Service Departmento 

To have a position reviewed» 

a. have the employee complete in triplicate the required items of 
the "Classification Questionnaire. 11 A "Guide Sheet" of instruc
tions on completing the classification questionnaire form is avail~ 
able from the Civil Service Department. 

b. The employee I s supervisor should complete the second section 
of the formo 

c. The department head should review the foregoing statements, 
comment on them:1 and sign the formo Submit one copy ·to the 
Civil Service Department. The remaining two copies may be 
retained by the employee and the operating department. 

The Civil Service Department will determine the proper allocation 
of the position. Ifs after analyzing the statements in the question
naire, the Civil Service Department requires more information, a 
study will be made in which discussions will be held with supervisors 
and the employee in question. 

In the case of the questionnaires sub:mitted prior to completion of 
the probationary period, the Civil Service Department will notify 
the operating department and the employee only if reallocation of 
the position is necessary. 

In the case of requested reviews~ the Civil Service Department will 
notify the operating department and the employee of the results of 
the reviewo 



Page 32 

30 MAINTENANCE AND SUBSISTENCE PLANS 

In operating departments where maintenance or subsistence is allowed, 
the value of the maintenance is a part of the total salary. The depart
ment head is required to establish a plan for maintenance or subsistence 
chargeso 

To establish a maintenance or subsistence plan, 

submit in writing at least one month prior to the date of its proposed 
establishment~ an itemized statement of the types of maintenance or 
subsistence provided 9 a schedule of charges, and a statement of the 
policy and rules to be followed in making the chargeso 

The Civil Service Department will review the schedule for con
sistency; submit the schedule to the Civil Service Board for its 
consideration; and notify the operating department of approval 
or disapprovaL 

4. VACATION 

Vacation is a right the employee earns as one of the terms of his employ
m:ento He may use it with the approval of his department head. He will 
be paid for the unused portion of his vacation upon separation. Vacation 
can be credited to an employee only after he has completed six months of 
satisfactory state service. ---

Employees earn one working day of vacation for each completed month of 
service during the first five years of employnient 9 and one and one~fourth 
days for each month after five years of continuous service. The maximum 
accumulation of vacation is 24 days. 

Employees who have the 100 day maximurn accumulation of sick leave 
prescribed by the Rules receive extra vacation benefits. (See Sick Leave 
on page 33. ) Special provisions regarding vacation earned on military 
leave are also outlined in the Rules. 
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5. SICK LEAVE 

Sick leave is a privilege, not a right. It may be used by employees upon 
application approved by department headso Unused sick leave cannot be 
paid for upon separationo It may be restored to the icredit of a former 
permanent or probationary employee who is reappointed within three years 
of his separation upon the recommendation of the appointing authority. 

Employees earn one day of sick leave for each month of completed serv
ice to a maximum of 100 dayso As employees continue to earn sick leave 
after the 100 day maximum is reached, one half of each day is recorded 
in a lapsed sick leave "bank~" and one half day is added to vacationo 

An employee who has lapsed sick leave recorded to his credit may apply 
to a committee composed of the Governor:1 the Commissioner of Admin= 
istration and the Director of Civil Service to have the sick leave restored 
in case of extended illn.esso The request for use of lapsed sick leave should 
include the employee's request to the appointing authority, a statement 
from a physician. reporting the employee's condition, and the appointing 
authority's recommendations in the case 0 

The Civil Service Department will prepare the necessary forms and 
forward the material to the members of the committee for consider
ation. 
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60 PLACEMENT OF NAMES ON REEMPLOYMENT LISTS 

A former permanent or probationary employee who has resigned may 
have his name placed on a reemployment list any time within a year 
after his resignation if he was separated from service in "good stand
ing." (To resign in good standing, an employee should give his appoint
ing authority at least seven qalendar days I prior notice.} 

An employee who is demoted upon his own request from a position in which 
he has permanent or probationary status may request that his name be 
placed on the reemployment list within a year from the effective date of 
actiono 

The names of laid off employees are placed on the appropriate re-employ
ment list by the Civil Service Department at the same time they are plac
ed on the layoff list 1 without further action on the part of the employee or 
his department heado 

To place his name on a reemployment list, the former employee must 
submit a request in writing to the Civil Service Department stating when 
and where he will be available for worko {An employee who has request
ed voluntary demotion should follow the same procedure.» 

The Civil Service Department will send a form letter requesting in= 
formation concerning the quality of the employee 0 s services to the 
department head for whom he worked. 

Complete and return the form letter indicating whether the employee's 
services were satisfactoryo 

If the individual's services were satisfactory, his name will be placed 
on the reemployment list in the order of a combination of quality of serv
ice and previous seniority. Once his name has been placed on the list, 
the procedures for appointing him are the same as those described for 
appointment from other lists. (See page 4") 



Page 35 

70 HOURLY 9 DAILY AND WEEKLY PAY RATES 

Ordinarily state employees are paid on a 1nonthly basiso If a department 
head, however, determines that it is advisable to pay on a daily 9 hourly, 
or weekly basis for temporary, intermittent, or project works and the 
Director approves, the formulae provided in the Rules should be used for 
computing these payments. See the Rules for conditions under which sal
ary rates above the maximum rnay be approved for project employmento 

80 PAYMENT ON SEPARATION 

Provision, in the law is made for payrnent of accum.ulated vacation at the 
time employees are separated frorn state service or transferred from the 
jurisdiction of one appointing authority to an.other O A lump sum vayment 
is to be made on the payroll for the period during which the separation 
becomes effectiveo 

The Rules provide that credit for accumulated vacation leave shall be 
granted only upon satisfactory completion of six months of service with 
the state. No employee in the classified service may be paid upon sepa= 
ration for more than 24 vacation days. 

The State Auditor's rules should be used in computing vacation payments 
on separation. Extending the number of earned vacation days forward on 
the calendarll beginning with the day following the effective date of sepa
ration is the yardstick to use in making computations. One day should 
be deducted from vacation leave for each working day until the accumu= 
lated leave is exhausted. 

Overtime payments on separation should h_e paid in accordance with an 
approved plano Overtime accumulations are paid for on separation at an 
hourly rate multiplied by the actual number of overtime hours accumu= 
lated and for which payment has been authorized. 
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9o DEFERRAL OF RETIREMENT 

The Civil Service Department will notify the operating department ap
proximately one month before an employee reaches age 70 or before a 
period of deferral of retirement is to expire.. This notice is sent as a 
service to 'operating departments; however, the responsibility for action 
remains with the appointing authority. 

First the department should determine whether the employee will retire 
voluntarily (see note below regarding veterans) or whether a request will 
be made for deferral of retirement. 

To request .deferral of retirement, 

ao submit a letter stating that the best interests of the state will 
be served by deferring the employee's retiremento 

b. Attach to the letter a copy of a statement by a physician who ex
amined the employee showing the employee is physically and men
tally able to perform the duties of his position. 

The Civil Service Department will review the request and notify you 
only if it is disapproved. 

The Attorney General has ruled that a veteran's retirement at any age 
must be voluntary so long as he is physically and :mentally able to per= 
form the duties of his position.. In requesting deferral of retirement for 
a· veteran age 70 or more, the department head is required to submit. 
only a statement that the employee wishes to continue in his employment, 
supported by a satisfactory physician's statement regarding his examina
tion of the veteran. 
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10. LABOR SERVICE APPOINTMENT 

The Civil Service Act contains special provisions for the establishment 
of a Labor Service. The Labor Service includes unskilled labor groups, 
specifically placed in the Labor Service by the Civil Service Board. The 
provisions of the law were included to facilitate the employment of unskill
ed labor where the seasonal or intermj.ttent nature of the work is a primary 
factor. The following proceduresv therefore, apply only to those depart-
ments having positions in the Labor Service. ---

Labor Service Appointments: 

To appoint an employee in the Labor Service, 

a. prepare and submit one copy of the "Labor Service" form (CS=6) 
to the Civil Service Department and one copy to the Employees 
Retirement Association. {So that employees need complete only 
one form, the Labor Service form has been designed to include 
all essential information required by the operating department, 
the Employees Retirement Association» and the Civil Service De
partment.} 

b. Report the date the employee starts work by payroll notation. 
The payroll notation should read n Lo S. 9 appt. date -----The department head may specify any rate within the salary 
range for the employeeis class. 

c. Report subsequent periods of employment and salary changes 
within the range by payroll notation only. Send an appointment 
form (CS=6) only the first time the employee workso 

Labor Service Separations: 

II 

Employees in the Labor Service may be terminated at any time without 
regard to seniority. If» however» an employee is terminated or his serv
ices are interrupted for a period of more than 30 days for reasons reflect
ing discredit on him, the action should be reported in the same manner as 
dismissal or suspension of other employees; howeverll Labor Service 
employees have no right to a hearing. 

The opera.ting department should report all changes including the termi
nation or interruption of Labor Service employment only by payroll nota
tion. No forms are necessary once an employee has been appointed in 
the Labor Service unless his separation action is disciplinary. 




