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RUIE 2 -

ORGANTZATION FOR PERSONNEL ADMINISTRATION | -

2.1 Organization of the Board

The board shall, at the firet regular meeting in February of each
+- year, elect one member to act as chairman for & ‘term of one year, or .

- until a successor is duly elected. In case the office of chairman is
vacated ‘before the expiration of the term of office, a successor shall
be elected in like manner to fill the unexpired term at the next regular
meeting of the board. = . penin ; .

Two members shall constitute a quorum for the transaction of
. business at any meeting, and the concurrence of tvo members shell be
necessary to make any action effective, - '

. The director shall serve as secretary of the board without addition~

&l compensation. He shall keep a calendar of all business to be tran-
'sacted at each meeting, issue notices of regular and special meetings,
present to the board all matters arising ‘in -the-course of administration
which require consideration by the board, 'keep the records-end files of
the board and minutes of its proceedings, gather information and attend
to correepondence ‘on behalf of the board, and shall do such ‘other things
a8 the board may direct or the circumstances indicate as necessary and
proper in order to facilitate and givexeffect tofthe actions of the
board vithin the Bcope of ite pcwer and duties. ¥ ¢ s

et e

.2 Meetinge of the Board

The board ehall meet regularly twic e ch month and mey hold addi-
* tional meetings as may be necessary. Any scheduled meeting of the 'board
may be cancelled by consent of two board members. All meetings shall be
held in the main office of the department in St] Paul, unless’the board .

shall, prior to the .date of meeting, epecify .another meeting plece within
b3 “t '

the State of Minneeota. . Meetings. may be
. two boerd members . or by the director
gliven in writing. to each member ‘oy thA

“ of, the board Any person shall be auth
such minutee, et euch times end under
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2. h Duties and Powers of Board

The powers and dutiee of the civil eervios 'bosrd shan be thoee
established by Section 6 of the Civil Service Act,.quoted below, and
such others as are. speciﬁce.lly prescribed by statute or the pro->
visions of these xnles : i .

e "tb“ approve, ‘modify, reject,
regulations and e.mendmente

proposed rules end regulations,w e.nd t.he,t eny citizen, ofricer
:“or employee of the state of \Minnesote. may attend and perticipete
An- euch hearing._ Copies of all rulee e.nd regulatione ehall be

,or"‘{xpon petition ofv"e. ‘f'i“‘izen for‘jnet cause,

B
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2.5

2.6

Appointment and Employment of the Director

“The director of the state civil service shall be appointed by
the civil service board on the basis of merit and fitness after an
open competitive exemination, open to qualified persons without regard
to residence and without regard to the provisions of section 31 of
this act or the provisions of the 1938 Supplement to Msson's Minnesota

~ Statutes of 1927, Sections 4368, 4369, 4369-1, and 4369-2. Within 30

days after the first members of the civil service board have been ap-
pointed and qualified, and thereafter whenever a vacancy exists in the
office of the director of the state civil service, the civil service
board shall eppoint an exsmining committee of three persons to examine
tbe qualificetions of all persons applying for appointments to the
office of director of the atate civil service. At least two members
of the examining committee shall be public personnel administrators or
public personnel specialists of recognized standing, at least one of
whom shall be a nonresident of the state of Minnesota. As soon as
practicable after ite appointment, the examining committee shall ex-
amine applicants for the position of director of the state civil ser-
vice and shall certify to the civil service board the namss. of the
three persons rated highest in the competitive tests and found by the
committee to possess the necessary qualifications for the office

of director of the state civil service. The civil service board

shall then appoint one of the persons so certified to the office of
director of the state civil service. ' Ko person who has not been ex-
amined and certified by an examining committee as herein provided for
shall be appointed to the office of director of the state civil
service. The civil service board shall fix the compensation and sball
authorize the payment of expenseszs of members of the examining com-
mittee provided for in this sectlion.

“The director of the state clvil service shall be in the classi-
fied service and shell not be removed by the civil service board ex-

cept under written charges and after & public hearing by the board."
(Civil Service Act, Section L)

“The salary of the director shall not be less than $5,000 nor

more than $7,000 per year, payeble eemi-monthly." (Civil Service Act,
Section 8) ) :

Powere and Duties of the Director

a. "The director of the state civil service shall be the executive
and edministrative head of the estate department of civil service
and shall supervise and control all examinations and the depart-
ment. He shall act as the board's adviser on all matters per-
taining to the civil service of this state.

b. "It shall be the duty of the director and he shall have power :

"to attend all meetings of the board;

"to prepare and recommend to the board rules and regulations
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¢c. In addition to the functions expressly vested in the director and
the duties expreasly imposed upon him by the provisions of the civil
service act and rules, the director shall do the following: '

he shall direct and control the offices, examination rooms,
_records and properties, and expenditures of appropriations of
“the department,

he shall establish such report forms or procedures as he deems
necessary or desirable to execute the provisions of the civil
service act or these rules. He shall promptly notify appointing
authorities of such action and the forme or procedures so estab-
lished shall thereafter be used by the appointing authority.

he asball do any other and further things of the same kinds as
specified in the act and these rules or of different kinds, as
he may deem necessary and proper to carry into effect the pro-
visions of the act and rules or to accomplish their purposes.
Any power vested in the director and any. duty imposed upon him
by the act or these rules, may be exercised or discharged by
the director in person or by him through the agency of any
employee or employees of the department whom he may designate.

he shall prepare and recommend to the board any rules required
to establish conformance to federal law or regulations.
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"1, election officers;

"4. persons engaged‘in public work for the state but employed
by contractors when the performance of such contract 1s
suthorized by the leglslature or other competent authbority;

“k. persons temporarily employed or designated by the legis-
lature or by & legislative committee or commission or other
competent authority to meke or conduct a special inquiry,
investigation,; examination or ‘installation; -

*l. deputy attorneys genersl, assistant attorneys general,
legal assistanta, examiners, three confidential employees,
and special counsel to state departments appointed by the
attorney general or employed with his authorization;

“m. all courts and.all employees thereof, referees, receivers,
Jurors and notariee public, except referees and ad justets
employed by the industrial commiesion,

n. patient and 1nmate help in state charitable, penal and
correctional 1nst1tutions' e e

o. state highway patrolmen now- operating under the provisione
-~ of the 1938 Supplement to Mason's Minnesota Statutes of A ' |
1927, sections 25543, 2554ia, 2554b, 2554dc, 255434 and ]
25544e; providing however, that with respect to the method -
of selection and appointment only, all state highwey 'iﬂ

‘patrolmen who ‘shall be appointed subsequent to the effective -

~ date of this act ‘shall be selected ‘and appointed in accord-

“ance with the’ provisions hereof relating to the clzssifled
service, but in all other respects the provisions of this =
act shall. not‘apply to state highway patrolmen; -~

p. the deputy’ commiseioner of agriculture, dairy and food;

q. persons, not exceeding cne, appointed or employed by the statef}
wvo .- treasurer, for.the purpose .of recelving and eafekeeping aseets ;;
xdepoeited and;maintained with the. State Treasurer. B

St R ‘r.;

'Appointments to, terminations from or 1nterruptions 1n employment in -
=+ positions- deaignatedﬁinythe unclassified service shall be effected by o

w. :‘44&»‘(3’4"\@1 tg{* AT

etutions whose employeé aie ‘exempt - rrom “the provisions of this act be-;
| fatatue of sudh*dopartmenta or institntiona;

ffied service.




‘ cklass,i\fie'd -Séi'vic:e

Vcona:lat @f ‘all positiona' ‘dw';{et:l‘s :mg ,or hereaff.ér crea:bed and: not

R
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eligible'for consideration for appointment to a position in
the labor eervice in the designated agency or orgeniza‘cion unit

(3) Application to the director or certificat:lon by the e.ppointmg ‘
authority for -eligibility for employment in the labor service .
shall be made upon such forms and in' such manner as the director '
may prescribe. ' As a part of theapplication pr certification
process the director may utilize such teste or require such '
other evidence as he deems necessary in the interest of the
state to determine the applice.nt 8 e‘bility properly to perfom
duties 1n the labor service, -

Gl FEre . . = Pl

(%) ReJection of Applications and Ce.ncellation of Le'bor Servlce
Eligibility , Suma ey cpraii 3 F e Tl

The ‘nams of e.ny labor service eligible not reemployed ‘with-
in one year of the date of layoff from the labor service or not
appointed within one year of certification as eligible for em-
ployment in the labor service shall be removed automatically
from the labor service eligible 1ist. Such person may again =~ =~
attain eligibnity for employmnt 1n the 1ebor service only as
provided in (3) e'bove ' . :

v e R

The' director nay e.t any" time upon written etatement te ‘the
applicant ‘or-eligible .and the affected-appointing-authority, -
reject “such’application, cancel eligibility for employment  in<u%
the labor service, or refuse to certify such person as eligible
for euéh employment for any of 'che ‘reasons prescri’neu by
Section lh,of the civil service act _;In the. case of. such”
action,

&

" The appearance 'o'f""e."name on the 'labor s‘ervili‘;‘ eligible lisgforthe :
agency or orga.nization unit shall constitnte the director 's cartifi-

Report of eppointmnt, *teminetion or interrupt‘lonef »‘employnent in
<. the labor: eerviee'f*'ehall be effected ae‘ffollowa"&“

(1) m the case of - gular-empvloyeee a‘* ed 1
service eligible ‘11st, .by peyroll notetion shcwing ate .
ployment or manner and dates of mterruption or" terminetion of '
service;. ;except “that in event'an remployment termineti ' '
- ruptionof more than thirty- day! A 8¢ e ;
credit‘*onwthe ‘employes, ‘a‘writtén motice® eetting*‘forth ‘the *
specific reesons for the action” she "fumiehed ‘the’ employee.
and fi‘.led with the director prior :l:o he effective date of tbe g

(2)
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similar payroll notation. In such cases the payroll shall
clearly show that:the appointment has not been made under (1)
. above and the employee oath required by the provieions of Sec-
tion 16 of the civil service -act mst 'be filed with the

CoonnbyNBE by : FIN T i
with;.n the 11mitatian -.-availab:!.lity of funds as detemined,;
by the commissioner of administration, discretion ae to the:rate -
of pay within the established range for the affected class ‘shall
ey *be ivested: in' the appointlng*dnthority. ' m "

5,
K

V¥ =t ke

eigh‘tiaen months immediately precedin\g thé ‘date’of a p
e:aminati*on;‘*who“éothemise meet ‘the *reqniremants speoi’fiea j.nh Qt‘:!}we‘

';*“shall be eligible ‘to 'compete in, ‘the
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RULE h

THE CLASSIFICATION PLAN e

o

4.1 Preparation and Adoption of the Cleseification Plan

The schedule of classes adopted by the boerd on April 10, 19b0 to-~
gether with subseguent amendments and ‘revisions constitute the *classi-
fication plen for all poeitions in the claeeified service

4.2 Revision of the classification ?ﬂan ‘ix oo enny -

EE The claesificetion plan ehall be eo developed and maintained that
-all positions substantially similar with respect to the kind; difficulty
and responsibility .of work are included in.the same class, that the same
means of recruitment may be used for filling all positions within a class
and that the same schedule of pay may be applied with equity to all posi-

tions in a class, B e g T AN Y

x

Whenever .any. change in organization, creation -of .a new position or
~ change in duties or reeponsibilities of an individual poeition makes the
"‘reviaion of the cleeeification plen necessary, the director.ehall recom-
- mend the nece'aary ‘revisions to the boerd . The boerd shall hold a public
- hearing on ‘the proposed changes and they shall become effective after
adoption by the board. Any meeting of the board scheduled in accordance
with rule 2.2 shall constitute a public hearing for the. purpose -of amend-
ment to the classification plan. Notice of the classes of poaitione '

- 4nvolved in the  proposed revision- shall’ be posted on the bulletin board
of the department at'least seven daye before’ the meeting of‘the‘boerd at

~ which the changee are to’ be considered.:- * B seonil

ol el Sk se JoRoso Goliviy T lotgoon

Whenever, in the opinion of the director, there ie urgent necessity
~ for establishing a new class in the classification plan in order to per-
mit the announcement and holding of an examination or the filling of a
position without delay, he may anticipate formal action by the board by
. adding such new class tentatively to the ‘claseification plan. He may
then proceed to announce and hold an examination for the class or author-
ize appointment. Such action shall be subject to the board's ratification
‘ﬂby the neceseary ‘amendment to the schedul of claseee at its next meeting.

: Allocaticn of Tbsitione

When a new‘position 18 eetablishe‘,ith ‘appointing authority shall

ate cleee.f

Reellocation of ?beitiane

Whenever becauee of changea in th rganizetionel etructure of an
agency, in the ‘Quties of a poeition, or for some other reason a position
appears to be improperly allocated, the director shall,” upon his own ',
initietive or upon ‘the requeet of an mployee, eupervieor or appointing

notify the director who ehall allocete” uch new. positio to 1ts appropri-

~




authority, investigate the dutles.of ‘the affected position,. Followiﬁg
the investigation of the duties of the affected position, ‘he may re-
ellocate the position to an appropria:he claea.‘ T

Effect of Reallocation of Positions :

“The 'mcum‘bent of a position which h been reallocated Bhall continue
in the position only if he is. eligibl fo' and vactually is appointed to .
the position _of the new class’ in accorda.n ith the i'ulea governing pro-
motion, transfer, and demotion.’ SIn, anj' case 1in vhich the ‘incumbent 1s _
ineligible to continue in the poaition,gw.n he is not transferred, promoted -
or demoted, ‘the layoff provisions“o:t‘ the act and these rules shall apply.

Personnel. changes required by the ,reallooation of. yositions shall be com-

pleted within a ‘period of sixty. days fonowing the date of. ‘reallocation

notice to an appointing authority. Any’ employee ‘with’ permanent or proba- - -
tionary status whose position.is:reallocated shall. ‘be. ooneidered eligible . .
- to. compote An_any promotional examina 1on‘jheld to. fill .the. reallocated

] shall provi e, . ) G Al
writtop‘ _pecjfications for each cla.ss .1n t.he‘ olasaification "plan.ui

et A AT,
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1

duties, specific tasks, responsibilities, qualification
requirements and relstionship to other clesses, as together

affording a picture of the kind of employment that the class

is intended to embrace,

c. Qualifications commonly required of all incumbents of posi-
tions of different classes, such as acceptable physical

- condition, freedom from disabling defects, United States
citizenship, residence within the State of Minnesota for

two years except a8 otherwise provided in the act, suitable .

' age, honesty, sobriety, and industry, shall be deemed to
be implied as qualification requirements for entrance to

each class, even though they may not be specifically men-
.tioned in the specifications,

d. The statement of qualification requirements in the specifi-
cations for any class as interpreted herein, shall consti-
tute the basis and source of authority for the tests to be
included in examinations for the class and for the evalua-
tion of the qualifications of applicents.

.8 Use of Class Titles

The title of any class shall be the official title of every
position allocated to the class for all purposes having to do with
the position, and ghall be used on all payrolls, budget estimates,
and official records and reports relating to the position, but any
abbreviations or code symbol approved by the director may be used in
lieu of the title to designate the class of.a position in any such
connection, and any other title desired by the appointing authority
may be used to designate any position for purposes of internal admin-
"istration and in any other connection not involving the personnel

processes covered by the act or these rules. (See Civil Service Act,
Section 12 (1) ) .
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| RULE 5 | ge >

THE COMPENSATICR PLAN _ o

The sslary plan adopted pursuant to Chapter 598, laws 1945, together with
the provisions of this chapter, and with such amendmente as shall be made in

accordance with the Act shell conatitute the official compensation plan for all-
positione in the claesified service : ERTESER

5.1 Payment Within ‘Ranges o

" No person holding e position affected by the plan shall receive =
~ salary that is less.than the minimum nor greater than the maximum except ‘
as provided j_n Rule 5 .4 and 5.8 and Chapter 598 laws 19&5

e

5.2 'Adminietraticn of he ‘Plen

The followlng provisiona assume that funds are available and that
expenditures have been authorized 'by the commissioner of administration.-

a. Beginning Salary

" The. m‘mmmn rate of pay for a" class shall normally be pa:ld upon
appomtment “to~the class, However, ‘subject to approval of ~the
» ~ director,: original employment at aae.aalary above the minimum rate may .
be paid upon: written certification by the appointing authority that -
‘such action ‘18 Justified by exceptional qualifications -of the eli- ©
gible or by 1ack of available _eligibles ‘at the minimmx rate

; o If a former employee “ls re-employedk"in a claes 4n’ which e was
P - “previously employed “the appointing authority may ‘make an: a;:pointment
“at the same rate of oy “the ‘employee bad been receiving at*the :

“toa position,,in the seame clasa after regula.r certification' ‘from an
eligible liet without interruption in hie aervice to ‘the state he
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¢. Salary Decreases

An appointing authority for Just cause may reduce the salary of
an employee within the salary range prescribed for the class, In
the case of a permanent employee, notice of intention to effect a
reduction in pay and the reasons for such action shall be given to
the employee and to the director prior to the effective date of the
reduction, The permanent employee so affected may request a hearing
before the board as provided in Rule 12,2,

d. Total Remuneraticn

Any salary paid to an employee in the claasified service sball
represent the total remumeration for the employee, not including
reimbursements for official travel. Except as otherwise provided in
these rules, no employee shall receive pay from the state in addi-
tion to the salary authorized under the schedules provided in the
pay plan for aervicae rendered by him either in the discharge of his
ordinary duties or any additional duties which may be imposed upon
him or which he ‘may undertake or volunteer to.perform.

Subsistence or-maintenance allowances received in lieu of cash
shall be considered as part of the total ealary Whenever subsis-
tence or maintenance is allowed in lieu of cash, a schedule of such
chargee together with a statement of the policy and rules to be fol-
lowed in making the charges shall be submitted by the appointing
authority for the approval of the director and the board

Whenever an employee works for a period leas than the regularly
e . established number of hours a day, days a week; or weeks a month,
the amount paid -shall be proportionate to the time actually employed.
The payment of a separate salary from two or more state agencies for
duties performed in each of such agencies is permissible if the total
salary received from these agencies is not in excess of the maximum
rate of pay for the class.

5.3 Steps Within Salary Ranges

Each salary range shall be divided into five equal stopa for salary
increase purposes,

“Ef;h“ﬁourly, Daily and Vbekiy Rates T : ' TQ;" ' '

Monthly rates of pay shall be paid except that on certification by an
appointiqg,anthority ‘that - pggment of ‘monthly rates for -certain classes
within his . Jurisdiction is ot feasible because of the temporary or inter-
mittent natyre of the work, the civil service director may authorize the -
payment of daily or hourly rates for the classes concerned. Such dailly or
.hourly rates shall be computed from the monthly rates established in the .
compensation plan and in no case shall exceed the maximum of the estdblished
. range for the class of positions involved .except that for employment on a
. strictly temporary or project basis, the director may authorize a rate of.
pay vhich may exceed the maximum of the range provided, by not more than
. 50%. 1In adjusting manthly rates to hourly, daily, or weekly rates, the
pumber of hours, daye, or weeks in'the work month as established in the
schedule provided for in Rule 15 1, ghallvbevd;yided into the monthly rate

ey




Page 17

and shall be determined 'by the following formulae' o

Monthly rate X YD T s E T
No. of hours per vork veek x 52

- nourly Rate

"

Sreinguns i e sl bt it S b
Daily Rate G h 1/3 x No. of days in the work week
N Vergkly' Rate v;Monthlyl -ra‘t,e

?ayments for less than'ak full payroll period to employees paid on a |
monthly ‘salary ' basis shall be determined by multiplying the salary for the
payroll period “by} the number of calendar days for which payment is to be

made and dividing the result by the number of calendar days ;in the. ,parti- o

cular- payroll period involved with the following exception'

" When'the computation of adeduction is- necessary ‘because abeence from
‘vor‘k is not to be charged against accumulated vacation or sick 1eave , the
deduction ‘should be determined by multiplying *bhe salary for the payroll

: volved e o S

'.l'he following number of calendar days shall constitute the semi-monthly
payroll_ riod f_or the months indicated,‘ Ry : ,

'29 ﬂay month :
© 30" day month
31 day month

| pensatian ior pvertime work ,she.ll .be_ sat ratea hi l;ii;;l; :
adviaa’ble vhich shall be based on the regular Tates of. pa.y provided '*Ln he

ew position to be determined’ ’by'the appointing aﬁthérity aubject
> the approval of th _direc’c

period by ‘the number of work days ‘the ‘employee wes absent and dividing the
- result“by.‘the num'ber of oalenda.r days 1n the particular payroll period 1n- e




Pugq

18

c. If his rate of pay in his previous position falls within the range
of pay established for the class of the new pcsition and does not
corregpond to a step in the salary plan it shall be adjusted to the
next higher step but otherwise his rate of pay may remain unchanged
or may be changed at the discretion of the appointing authority in
accordance with Rule 5.2, : o

5.7 Revision of Plan

In maﬁing revisions of the compenaaﬁion plan to provide for additions

to the classification plan or to correct improper relationships among the
~ranges for various classes, or due to changes in living costs, availabili-

ty of labor supply, prevalling rates of pay, or the state’s financial con-
dition, the procedure to be followed shall be that outlined in laws of Min-

‘nesota 1945, Chapter 598, which reads in part as follows:

“The director of the state civil service may propose amsndments to
salary schedules now or hereafter in effect when necessary to correct
inequities or inequalities. Such salary and wage schedules when.ap-
proved by the civil service board after public heering shall be sub-"
mitted to the commissioner of administration, who may approve, amend,
or reject, such schedules, When approved by the commissioner of ad-
ministration, they shall be used by the commissioner in pgonnection
with all payrolls and accounting records and with all budget estimates -
for all departments or agencies of the state. government., The ealary
schedules for each class, grade, and group shall be submitted to the
legislature at the opening of the next legislative session. Unless
changed by the legislature ‘the salary and wage schedules so prepared
by the director of the civil service and approved by the civil service
board and the commissioner of administration shall become the current
official compensation rates applicable to the various classee and
grades as enumerated, ™

Any mesting of the board scheduled in accordance with Rule 2.2 ehall
constitute a public hearing for the purpose"of'émendment to ‘the compensa-

_tion plan. Notice of proposed amendments shall be posted on the bulletin

board of the department at least seven days before the hearing

Whenever, 1n the opinion of the director, there is urgent- administra-

tive necessity for establishing a salary range for a new class in order to

recruit and employ persons without delay, he may anticipate formal action -°
by the board and the commissioner of administration.by adding such new

range tentatively to the compénsation plan. - He may then proceed.to announce

and hold an examlination for the class or authorize an appointment. = Such
action shall be subject to the board's ratification of the necessary amend-
ment at the next meeting and to subsequant action by the commissioner of /

}administration.'

5.8

"Effect of Revisions

. As soon as possible but;néf later than'onéQh@nfh“aff§rithe effective
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" ' date of any amendment to the salary plan, the rates to be paid to em-
‘ployees in positions of any class for which a rate is established or
changed shall be adjusted as follows'

a. The salary of any exnployee who is. paid at less than the
ninimum of the range prescribed for the class to which his
“position has been. allocated shall bedncreased %o the

minimum rate eatablished for the. class.%‘;“, :

" é,

The salary of any employee who - is paid ’between the m.'mimum
i * and -maximum ‘of_the: ‘range prescribed for the class to which
T his position: has been allocated -shall not be: changed byl
‘~4:7i reason of the new scale except that.if his -salary does not
fpll -on a step. mith:\n,;bhe -new, :range 1’0 will be adjuated to,

. :: é_. -

reason of the new acale, but'auch employee ehall not'be” e'li-
gible to receive any - aalary 4ncreases. .The salary of any
other than a permanent: *eemployee ‘whose . salary 18 'in excess i
of the maximm of the range prescribed for the class to B

;, vhich ‘“his Poeition hae ‘been allocated ah%ll 'be reduced to e
7 point within the 'prescribed salary mse?"

Ly G
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RULE 6

EXAMINATIONS

6.1 Announcement of Examinations

a. Content of Announcements

N S

Announcements shall specify the title and salary range of the
class for which the examination is announced; the nature of the work
to be performed; the experience and training desirable as preparation .
for performance'.of the work of: the class; the time, place, and manner
of making application; the necessary :special qualifications estab-
lished for admission to the examinetion; the necessity for furnishing
a bond when suchi’is required in a position; and other pertinent infor-
mation consistent with the act and:these rules

The announcements of promotional examinations shall specify, in'
addition to the above information, the organization unit or units for
vhich the examination 1s given and the lower class or classes the em-
ployees of which .sball be. considered eligible to compete in such exami-

snation.; 7 oy o . . R .

b. Distribution of Announcements

% Ihblic notice of examinations. shall be given at least two veeks
" in advance of the last date for.filing of applications by means of
official published notice and announcements posted on the official _

- examinations shall be given such other publicity as the director deems .
warranted in the interest of attracting adequate numbers of qualified .
applicarits., In the case of promotional examinations, announcements - 2

shall be supplied to each appointing authority under whom there are - -

- appointing authority to call such notices to the attention of a11 em-
" ployees of his department eligible'therefor. = R

| Eligibility to ~‘Compete in ‘Examination

a. Ope Competitive Examinations

Competitive examinations shallrbe open to a11 applicants who are
citizens of: the United States, who ‘have been residents of Minnesota; or
two years: immediately preceding ‘the date of examination, and who mee:
with reasonable .8tandards or_ requirements fixed by the director vith
regard to experience, character, ‘age, education, physical condition,
and such -other: factors as may. be held to relate to the ability of the
candidates»to perfcrm with reasonable erficiency the duties of the
position.: Persons under such. physical disability as not to make the
ineligible ,feason thereof, shall'be -examined . in such manner as;w

- bulletin boards of the Civil Service Department. Announcements of all I

employees eligible to compete therein, and it shall be the duty of such




Page 21

- No application shall be rejected because the applicant lacks edu-
cational qualifications, except where such educational qualifications
are reflected in necessary registrations such as to practice law,
medicine or engineering, or where such educational requirements are set
as standards by federal agencies making grants -in-aid or otherwise con-
tributing to ‘state programs.

~
N

In the case of classes of positions requiring professional techni-
cal or unusual qualifications, eligi'bility for competitive examinations
may be extended by the director, with approval of the board, to non-

residents who are citizens of the United States and otherwise qualified

h‘omotional Examinations

Promotional examinations shall “be" open to all permanent or pro-
bationary employees who meet the requirements described in the foregoing
rule, and who are serving in an appropriate class as determined by the
director, in the organization uniti for which the examination is 'being
held. - = : :

, A permanent or probationary employee whose position has been re-
allocated .shall be ligible to’ compete in any promotional “‘examination -
held to fill the reallocated position. In the event a promotional list
exists at the time such reallocation is made, the employee so affected
shall be eligi‘ble to take the:same ‘examination or equivalent thereof
which was given to: establish t eexisting promotional liet provided that
bis name is not already on the promotional ‘1ist and that ‘he did not- fail
the examination given-to establish:ithe existing 1ist.- If.the -employee -
attains a final rating above -paseing,:hie mname shall- be “placed upon-the
original promotional list in the same manner as if-he had taken the-.
original promotional examination: :(See rule 3.3 e for: eligibility_foz_'
promotion from labor eervice ) E ST

Application andvAdmission -

_ America and of. ‘the State of Minneso;a;y"
_constitutions will not take part

Persons who submit applica“ ns . , . ;

~+ £11ing and whose applications clearly show that the applicants meet* he
‘requirements for admission to the. examination as, specified An ‘the. . e

officlal ann uncement shall be admitted to compete “in the examination g
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6.4

6.5

6.6

- for which they are applying. Each applicant whose application has been

accepted for any examination shall be notified by mail of the date, time
and place of the examination and such notice shall be his authorization
to take the examination. No person shall be permitted to teke any exami-
nation without such an authorization or other satisfactory evidence of
acceptance of his application by the director.

Disqualification of Applicant

“The director may refuse to examine an applicant, or after examina-
tion may refuse to certify an eligible, who is found to lack any of the
preliminary requirements established for the examination for the position
or employment for which he applies; or who is physically so disabled as
to be rendered unfit for the proper performence of the duties of the
position to which he seeks appointment; or who is addicted to habit-forming
drugs or is an habitual user of intoxicating liquors to excess; or who has
been guilty of any crime involving moral turpitude or of infamous or .
notoriously disgraceful conduct; or who has been dismissed from the public
service for delinquency or misconduct; or who has made a false statement
of any material fact; or who directly or indirectly shall give, render or
pay, or promise to give, rendsr or pay, any money, service, or other
valuable thing to- any person for, or on account of, or in connection with,
his test, appointment, or proposed appointment; or.who practiced, or
attempted to practice, any deception or fraud in his application, in his

certificate, in his examination, or in securing his eligibility or appoint- o

nent; or who refuses to furnish testimony as required in section 7.°
(Civil Service Act, Section 14 (1) )

Whenever the director so refuses to examine an applicant, he shall,
upon request of the person so rejected; furnieh him a stetement of the
ressons for such refusal to examine, :In'tho case of eny such refusal an
appeal may be taken to the board in mccordance with rule 12.1 (c).

Postponement or Cancellation of Examination

In the event a sufficient number of qualified candidates bas not
made application for an examination, eitber open competitive or promo-
tional, the dlrector may-postpone the last filing date and the date of
examination, or cancel the examination, and shall, in such oases, ‘make
sultable notice ‘thereof. : :

Character of Examinations

a. Competitive Examinations

All competitive examinationa for positions in the claesified service
shall relate to those matters which. will feirly test the capacity and fit- _
nese of the persons examined to discharge efficiently the duties of the, ’
office or employment sought by them, - Any means or moasuresvmay be used
wvhich are reasonably well calculated to test the fitness of candidates to
become employees in positions of the class for which the examination is
beld. Such mesns or meesures may include any required statement or any
investigation of education, experience, or record of accomplishment; any
test of knowledge, skill, capacity, intelligence, or aptitude; and any -
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inquiry i_nto the moral character s or any other quality or attribute -

- which, in the. Judgment of the director, seems desirable. No test or

B S - question in any applica'hion or examination shall be constructed to

' - call for or lead to disclosure of any informstion, concerning any ,
political, religious , fraternal,. or racial affiliations, preferences, o
or opinions. Any d1sclosure thereof shall be discountenanced, and

any such ini‘ormetion which may. neverthe]ess be revealed ’ shall be
disregarded - T

' The tests .111 eny examination for promotion shell be of 1ike _
kind angd . che:racter to the corresponding tests in any. exemination for -

' originel eppointment to positiono of the same-class, and the same RS

standards shall be applied to the rating thereof. . In. addition to e
other fectors, prcmotional exeminetiona shall. teke intc: 'onsideretion
the quality end lengt,h of eerv;ice. e ol e

b. Ncn-competitive Examinations

Examinetione required under the provieione of Bule 8.8”' (a) end
~Fule 8 10° e‘hell be non-compe’citive in ne.ture and shall be adminietered

= “such times and’ ‘places’ »as, ;o in
Judgment*of “the- director, :most :neerly mee't the convenience “‘of appli--
cents 5 practicebility of adminietretion end “the neede oi‘ *the ‘service,

deeignated ‘by*“‘him' “No’ jperson *fwhoae“applicetion has been. acoepted
for any examination shall be entitled to take such exe.mination et e.ny




Page 24

b. The director may ennounce, in advance of the establishment
of an eligible list, the maximum number of competitors who shall have
their names placed on the list, or who shall be permitted to compete
in any of the separate parts of the examination. Under such procedure
those considered as having passed or as being permitted to take the
- remsinder of the examination shall be the set number of candidates _
' scoring highest in the exemination or part thereof ‘

c. TRating of Competitors for Tower Class T

The results of examinations of competitors who fall to qualify
as eligibles for the class for which the ‘exsminations were taken, may,
with the approval of the director, be reted with reference to their
eligibility for a lower clase for which an examination is in process,
in case the competitors have signified their willingness to accept
appointments to positions of such lower class. If found eligible,"
their names mey then be entered on the eligible list for such lower .
class,

6.9 Veterans Preference

. . In all c:aminations veterens and widows cf vetcrana shall be
" given a credit of five pointe in addition to the rating earned on
the examination. Names of such veterans shall be placed on the elil-
gible list in the order of their final rating including the.rpreference
credit. 'Disesbled veterans and wives of disabled veterans who are
- unable to qualify because of such disability shall be given a credit.
~. of ten points in addition to the rating earned on.tbe examination.
... If the fipal rating including the preference credit 15 above . the
" minimum score required for placement:on.the ‘eligible list,,the name
of such disabled veteran: ehall be placed at ‘the head of .the.list.

6:16 Order. ovaames on- Eligible Lists g;:V NHQ-

e e Names of eligibles shall be placed on eligible liste«in the

~ _‘order of their finsl earned rating plus preference credit.p In.the

s case of a tie between a veteran and & non-veteran the name of the _

veteran shall be placed shead of that of the non-veteran,  In the - -

. case of other ties in final ratings, names shall be placed on the

-~ ...11st in the.order of -rating earned -in -the part. of. the .examination

" given the greatest~weight Anyuremaining tiee~shell be broken by

;arranging neames. alphabetically , B

o i ff;f"?ci,;' E
ctificaticn of Reeulte
CIPLAIN ";.;:ﬂv ”‘Z."L"‘ ., }’L‘(T" By Lrt ia. : 1A '»

- A1l persona competing’in any- examination ehall ‘be given written
’notice ‘of ‘their rating on:the 'examination: = The" examineticnrpapers

- and records-of ratings :of icompatitors’ ehall ‘be ‘'held ‘as “official™
~records of .the ‘department.: -Anyitests used in:determining’thecom-
. petitor's final rating -shall be open ‘to:the ‘inspection :of :the com-
. petitor or his authorized representative, in regular business hours
adnring the life of ‘the eligible: liat, except the time between?the'

Arv-s_. ¢¢31 w‘y{va ’5@2'

SAEN




announcement and holdingmf ‘an ‘examination for the seme or similar
class, and -any necessary explanations of the methods by which the
ewnzecnss ratings. were determined shall:be: waupplied.» Reports of ¢ character a.nd
other: 1nvestigatims made: by :

Any éompetitor mey appeal: “torthe director-for. reconaideration

of his rating in any examination as provided i:n rule 12.1 (a)

. Jmmbeen giﬁn,;fduring the absence ommilitary 1eave :df a. permanent or
F3e »*Mprobationary‘ssmployeewng‘ihle 1o take; sucbwexammation »euch ‘em-
) ﬁ_ployee shal’l*»have the *righ:l; to :taka,,a promotianahsexamination for

f’?&ai‘ E:f

e
ﬁﬁ‘?f e tio% P- %
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ELIGIBIE 1ISTS

The director shall establish and maintain eligible lists necessary
to carry out the purposes of the Civil Service Act and Rulea

Eligible lists shall be by class of employment and ahall be state-
wide in application except where these rules or action of the director
specifically makes provision for eetablishment of liate by geographical
area, agency or organization unit. EEATIEE P R A

7.1 1layoff List
a. Establishment o e

Layoff lists shall be established by mgency or organization
unit., A layoff list shall contain the names of all permanent and
probationary employees laid off from the class of employment in
the agency or organization unit for which the list is established,
Upon written application approved by the director-a permanent or
probationary employee whose application for reinstatement prior to
expiration of -approved .leave of mabsence has been.denied by his
appointing authority shall have his name placed on-the appropriate
layoff list for the unexpired period of the leave:of:absence.
Names shall be placed on the: layoff list in'the-order. of seniority
a8 determined under the provisiona of rule 10 h SHE

ciets

. b, Cancellation of Seniority

'*;_ - for reemployment from the layoff liet

serlo e

et i,‘?‘ 5 "/,:,,1/ - .o i ~ j -l o

%?:EVVAgency Promotional Liai

. TR - B “ ¥ Ve
et L 2 o sl F ot
e

R r et Agency promotional liets ahall consist of. the -names of>all persons
: employed in the:agency or organization:unit .who:have passed:ithe agency-
promotional examination for:the class for:which the:list!is:established.
Agency promotional lists shall be established by organization unit when
‘such subdivision. is:approved in accordance with-rule 10. 4 (b). Kames

- "Bhall be placed on an’ agency promotional liet -in the" order provided by
: rule 6. 10 Almd e L Y n nogedl

- ; -
- ..»Am' BREN

State-wide ?romotional List

L State-wide promotional lista ahall be_ eetabliehed*bypclaaa of employ- oy

ment and ahall consist_of the namee of, all persone employed by the state .

in an eligible claaa, as determined by ‘the director, who“have passed &

promotional examination for the class for' which “the’ atate-wide promotian- BN

&l list 18 establiahed Names shall be placed on&a‘state e
“al 1list in the order provided by rule 6 IO‘JQ"; i '

Reemployment Liat

Bt T
BLAL U w g

The name of - permanent employee aeparated from ﬁhe aervice in good
etanding shall be placed on appropriate reemployment liats upon
written application of the former employee made to and approved by
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the director within one year of the date of separation, The director
shall consider the recommendation of the last appointing authority
¢ before approving such application and shall approve applications only

' i1f the gquality of service was satlsfactory as evidenced by a service-
report submitted by such appointing authority. Names shall be placed
on reemployment lists in order of a combination of quallty of service
and previous seniority. ' -

Open Competitive List

Each open competitive 1ist shall be established by class of em-
ployment and shall consist of a list of the names of all persone who S
have passed the examination for the class for which the open competi- o
tive list is esteblished. Names shall be placed on an open competitive ‘
list in the order provided in rule 6.10.

Use of Eligible Lists in the Clasaified Service

Except as otherwise provided in rule 8 and rule 3.3, all vacancies
in the classified service shall be fillod by certification and appoint-
ment from eligible lists - .

Use of Eligible Lists in the Unclassifted Service o e

The director, upon request, ‘shall make eligible lists available
to appointing authorities for making appointments to»positions in the'A;
unclassified service , : R

Duration of Eligible I.ists o

The director shall determine the period during which eligible lists 3
shall remain in effect, but ‘this period shall not be less than one year 1
nor more than three years, When an eligible 1ist exists for any class : |
and the director deems it necessary to establish another such -1ist for o
the same class, the existing list ordinarily shall be. canceled‘J,In his
discretion the director may combine a new and -an existing list‘by7p1acing
the names of eligibles in order-of final- ratinga as ‘provided :in rule 6,10.

e

Ir the higher rating‘was made on- the examination to establishgthe;plder : i;’;
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7.10

his name restored for the duration of such lists other than
the one from which appointment was made by masking written ap-
plication for such action to the director,

c. Failure to respond within five daye to a written inquiry of

the director or appointing authority relative to availability
for appointment,

d. TFailure to respond within two days to a'telegraphed inquiry
from the director or appointing authority relative to availa-
bility for appointment

e.  Declination of appointment under such conditions as the eli-
gible previously indicated he would accept.

f. Faillure to report for duty vithin the time prescribed by the
appointingvauthority.

8. Expiration of the term of eligibility on the eligible list.

h. Failure to meintain a record of the current address at the de-
partment. For this purpose the return of a letter by the
postal authorities if properly addressed to the last address
on record shall be deemed sufficient grounds for such removal
of the name from the eligible list. '

i. Upon certification three times to the same or different ap-
pointing authorities if not appointed.

J. In the case of agency promotional lists, appointment or
transfer of an employee to a new agency or another duly es-
‘ tablished organization unit, :

k. In the case of promotional liats, upon termination in the state
service.

Restoration of Names tq_Eiigible Lists

An eligible whosé name is removed from an eligible list as pro-
vided above may make a written request to the director for the restora=

~tion of his name to such list for the duration of the list. Such re-

guest shall set forth the reasons for the conduct resulting in removal:
of the name from the 1ist and shall further specify the reasons -
advanced for restoration of the name to the list., The director after
full consideration ofvthe,rpquest may restore the name to the eligible
list or may refuse such reguest.  The eligible shall be notified of

the director's action and may make a written ‘appeal to the board tol’
review the director's action. B i , . o

A former employee reinstated in the state gervice shall have his
name restored to any existing state-wide promotional list from which
it was removed because of separation from the state service, provided .
the director approves the employee's written application for such aotion.

A former employee reinstated in the state aervice shall have his
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name restored to any existing agehcy promotional 1ist from which it wes
removed because of separation from the state service, provided written
application for such action is approved by the appo.tnting authority and—m
the director.‘ AEARE

A probationary or permnent Snployee vhose 'name haa? 'been removed
from an agency. promotional list: 'because of transferf or. original appoint-

ment. vith probationary or, permanent oivil service etatue under a new
appointi:ng authority ,.may. have: his ‘name placed on the agency promotional
list for the same class in the. new agency provided vritten application,
‘made by the employee during the duration of ‘the. liat from which_ the name

vas_ _removed, ‘fis approved by th new appointing authority and'the director.

o -l).j

which he, w:!.ll be availeble for employment ‘bis name shall be withheld from f
all certifications vhich do not meet the oonditions he has apecified ~An T

‘eligible may Tile a new. atatement at any “time during the duration of an
-eligible list modifying any prior statement 28 to conditions under vhich
he will be available for employment ~For’ “the purpoae~of this rule- *thew tor

S eI

conditionsiunder vhich ‘the ligime 'will be
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RUIE 8

CERTIFICATION AND APPOINTMENT - - - .+ o '@ - wooe

: 8.1 Request for'Embieyeea WS eartmeriy 3Lomabyes oo

Vacancies, in ‘the claeaified service shall be filled by reemploy- .
. ment, promotion, original appointment transfer or demotion as pro- : o
vided .In these rules Whenever an appointing authority wishes to 111
& vacancy or a nev poeition in the classified Bervice, a requisition ‘
for an employee ehall be’ submitted to the director on the form pre-’
. scribed by him The form shall ’provide for a description of the’ vacant
~_ position, a “statement of neceesary special qualifications, if any, én
‘ indication of what kind of eppointment the appointing authority wishes
... to make and such other information as may be pertinent. Insofar as
"~ practicable,. ‘each’ vacancy shall be anticipated sufficiently in advance '
S to permit the director to determine who may be available for appoint-
ment or if neceeaary to eetablish a claes’or 1iet of eligibles

T

2 Methods of Filling ,Vacancies

Upon receipt of request for

ize some other kind of appointment as pmovided in theee rulee.:%No ap-- ———
pointment except an emergency appointment shall be mede without ‘such S '
certification or prior authorization. If the position to be filled 18 o

a permanent one, the director shall certify the one name highest on the . -
agency layoff 1ist; if no such list exists, he shall certify three .~ - .}
names from the promotional list for the agency or orgenization unit com- = = = *
cerned. In the absence of either such list the director shall certify.
three names from the eligible list he deems appropriate taking into
consideration any request as to kind of appointment made by an appoint-
ing authority.

Certification‘ of Eligibles

a. Ordor of certification g

The one name highest on the layoff 1ist shall be certified
for one vacancy. In the case of all other eligible lists the
Vthree higheet names ehall be certified for one vacancy. g

,f;’Eligiblee shall be certified 4in etrict order of etanding
without regard to sex or. epecial qualificationa, ‘except tha
where a limitation to one sex or a requirement of . epecial
qualificatione is sPecified by the appointing authority in hia ﬁ
written request and the director: is satisfied that the. facts o
and reasons specified warrant such action, certification may .
‘be limited to the sex epecified or. to eligiblee poeeessing the‘f
'special qualificatione ; :

\b. Multiple Vacanciee

"If more than one vacanoy 48 to be;filled the name of one
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additional eligi’ble for ea.ch additional vacancy Bhall be certi-
fied

Concurrent Certificationa L

Groups of eligibles shall be certified to vacancies in order
of receipt of requisitions for employees, with due regard for
the rights of eligibles standing highest on the .11ist;. provided,

however, that this section shall not require simultaneous certi-

‘fication of the samemame on different certifications made con-
currently AT T SRS P Lk

Iess than Required Num’ber of EEligi'bles

Whenever there are not sufficient names on an eligi‘ble list

;to make a complete certification, the director may . augment

those nemes - by a sufficient number of names. from other -appro-
priate liats to mk:e E-¥ complete cerbification. g e T

! “}hen “the num‘ber ‘of nanﬁ‘é f‘avéilable‘f’éi-‘?‘fi’l‘ling ‘any vacancy

18 fewer “than three-except ‘in‘case of certification from a lay-

off 1ist, the appointing authority :may decl:lno certification

for that vacency and-proceed to ﬁll the vacancy “in‘ any other -

The diractor ‘may ;in ‘his ﬂiﬂcrctim certify from’ oligible
lists for higher classes to vaca.nc:les occurring .'m lcwer




8.4 Permanent Appointments from Eligible Lists

All vacencies in positione in the classified service having a
duration in excess of three months shall be filled by appointment from
certification from eligible lists except as otherwise provided in
these rulea. An appointment shall be effective on the date stated on
the report of appointment

- 8.5 Temporary Appointment

Temporary appointments shall when practicable be made from eli-
gible lists, If after the director has made a reasonable effort to
certify eligibles for temporary appointment from an existing eligible
list, he has found it impracticable to make such certification because
of non-availability of eligibles, he may authorize the temporary ap-
pointment of an individual designated by the appointing authority.

~ Temporary appointments shall not exceed three months. Successive tem-
“porary appointments to the same position shall not be made nor shall
any person receive more than one temporary appointment within one year.
The acceptance or refusal by an eligible of a temporary appointment
shall not affect his etanding on the eligible 1list, nor shall the
reriod of temporary -service be counted .as a part of his probationary
period in.case of subsequent appointment to a8 permanent‘position,

T T

8.6 Emergenoy Appointment N o ’

An emergency appointment ies an appointment made under conditions
necessitating immediate action to provide for carrying on work that
must be continued in the“public ‘interest and shall be made wnder the
folloving provisione of the civil .Bervice .acts: .- .

: ’ “In case of an,emergency, an appointment may be made without re-
gard to the provisions of this act, but .in no .case shall continue ’
et _ longer than ten days, and innno case shall -8uccessive emergency ap- .

- pointments be made. .. This provisiong;ehallxapply to -both persons and
poeitions. - No person shall receive more than three emergency appoint-
ments in any one or different positions-within one year," (Civil :
Service Act, Section 20 (2) ) et e .

?‘ P ,v% ,&in,.
i :“U

shall have been known, ‘or ‘could’ have beenrknown by the exercise of due s
diligence, far enough in advance to affo?d opportunity for appropriatd’fj

. Whenever poesible, an emergency appointment~snallggriginaliy,Be ot
- made at the minimum rateafor the,claas togwhich the;.position thus filled” o
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 ’_ : eligible liet ) 8 provieional appointment of a° qualified person may be
" made %o’ fill @ vacant position. : Except“i‘n the case of appointments

#:three: monthe ‘and ‘no.person-shall:serve more. than three monthe on.a.
.- provisional. appointment dn -any; calendar year,. except as ctherwiee pro--
. 7o vided:by-Section 1l:of . ;bhe civil-service act., A ;nrovisional appoint-

-.«.,'ment*may be, made pending~ certificetiom and - appointment from:a p

‘cable thereto. ‘After such notice ‘no’ peyroll purporting to pay a.nother

, ,expirat:lon to_.an ‘approved: provisional appointment, ‘the time eerved in
~ the emergency appointment:;

) Provieional Appointment

| othe} than a continuing full-time 'besie s “the ].engtn -of the. appointment? r{
ehel‘.l ‘be 1imited to the number: of hours which is equivalent :to a ‘three
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f1lled by emergency appointment to the proper class and shall notify
the appointing authority of ‘such allocation and the rate of pay appli-

rate ehall be approved.

LI atproperly ‘made emergency appointment i8 changed. before its

ehal,l"?be deemed to have ‘been a part of ’the

proviaional. eppointment

Forcom

. T o 'nf"-z—

| “Wner uthorized by’ “the irectc

“4n- ‘the absence of an eppropriate

made ‘under the provieione of Section 11 of the civil service act re-
lating to the period of installation of the civil service examining .
program, such an appointment shall be:- terminated’ upon expiration’ of
three- months or-upon certification. and appointment from;an eligible -
list ,wh:lchever occurs -first. ~Sucoessive provisional appointments to

the:same:position shall;not:be.allowed;for a total period.of: .more. than

L RO shyeed
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The director mey require such tests or other evidence of qualifica-
tion as he deems necessary prior to approval of such appointments. Any
appointment made under this provision shall be subject to a six month
probationary period., - S PN !

b. All persons employed or promoted by the United States Employment
Service subsequent to the temporary transfer ‘of the personnel and func-
tions of the employment service of the Division of Employment and Securi-
ty to the United States Employment Service may be employed with proba-
tionary status by the director of the Division of Employment and Security
when the personnel and functions of the employment service of the division

. are returned to the state, if such persons.are in the employment of the -

. -United States Employment Service when such functions are returned to the

- Btate and have qualified ‘under a civil service examination approved by
the director of the state civil service.. (See,Iaws of 1943, Chapter 640)

8.9 Trainee Appointments ”,,‘A

Appointment of students or other suitable persons to serve as in—,
ternes or apprentices shall be subject to approval by the director. Such
“appointment may-be non-competitive and shall not exceed one year: in
duration. The appointee shall be subject to removal at any time without
specification of cause, and shall acquire no civil service status by.
“virtue of such appointment.: Each'appointment‘under this provision of the
rules shall be reported to the board (See Laws of 1939, Chapter hhl,
~ Section 33) Tkl e e toRs Lir ; =

8 10 ‘Tranefers **sﬂf ‘if“

SRSl Y

a. An employee may ‘be- transferred with the approval of the director and .
the appointing authorities concerned. Transfers.of an employee may AR

. be made from a position in one class to a position in another class

- only 1if it is determined by the direotor that the employee to be

} transferred possesses satisfactory qualifications and. it ‘the director .
is satisfied that such transfer is in the best interests of the =~
service. " The director may require ‘written examination or other evi-
dence for the purpose of - determining qualification for transfer as
provided in rule 6.6 (b).: ' =

Ko transfer imposed a8 a penalty oriotherwiee, to the prejudice of :
any employee and without his voluntary consent, shall be. approved
unless the director is satisfied that such action is necessary in o
Vthe best interest of the state serVice w

cerned ,Notice of thisvrequiremen
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the director and a copy of the notice shall be given the employee
prior to completion of the transfer. In the absence of such notice,
transfer of a probationary employee shall not affect the running of
the probationary period and transfer of a permanent employee shall
! be with such status and not eubject to a probationary period.. When
T a probationary ‘period is required in the case of transfer of‘a per-
o manent employee, ‘such- employee ‘upon dismissal during the probation—
'ary period for cause other than misconduct or delinquency on his‘
part shall be restored to the position he held prior to transfer. .

e. The board may enter into arrangements with personnel agencies:in . o
other Juriedictions for the purpose of effecting transfer of employees
~ Such transferred employees shall be granted all the privileges of
other employees in the classified service and ehall be required*to
serve’'a six month probationary period ' ‘ i

8.11 Demotions*5 ':”7'

o 8.12 Lebor Servic

 federal’ authority, ‘or until June 1””19&7, whichever 18" 1ater,;J
‘7€tpointmentsainithe*state classified eervice exceptrappointnwnte from a -

the heginning+pf the suspeneion period and those provided*forean'aule‘
8.1k (b) _shall be'made in accordance with these Rules but. shall,be
’ ' d *expiration of .
,Section 2)"

w1

Board a position
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ould otherwise erminete




Page 36
RULE 9

~ PROBATIONARY TERIOD -
G.1 Objective

p ‘The probationary period ehall be regarded as an integral part of
the examination process -and shall be utilized for. closely Observing
the employee 's work, for. .8ecuring. the most. effective adjuetment of a
new emplcyee to his position, and for rejecting any employee whose
performance does not ‘meet the required work standards.

9.2 Duration of Probationary Period T "", : A »*w =

A1l original and all promotional appointments shall be tentative
and subject to a probationarv period- of 8ix monthe of actual service,
Any interruption of service during the probationary period shall not
be counted as a part of the six months' ‘total service '

An employee who 1is promoted prior to the completion of his pro--&. .7
bationary period shall complete his probationary period in. the lower ..
position by service in ‘the higher position and the appointing authori-v
1ty shall certify him for permanent status in the lower position &t .. -; «r &
the end of the six months .period following his original appointment .
to that position 1f the employee is to be continued in the etate ser-
vice. ;

: When a probationary employee is granted a 1eave .of - absence to:

~»:-accept a position in the unclassified. service, the unfulfilled portion
of the probationary period in the classified service may be compieced

. by service in the unclassified service position, subject to a positive

©  recommendation of the eppointing authority :and-approval .of -the director

. provided that the work in the unclassified position is within the same

~ general occupational field and is at least equivalent in difficulty '

(and responsibility to the work of the position in the classified service

~ + ' Former: employees appointed from“eligible liste otber than the lay-
-off -1ist shall be:subject. to.: the probationary period beginning the "date
ylof nev appointment *‘*i? Do Doeted QLERoyLUT of g A,

x At any time during the probationary period ‘and in such menner as
“"the director may prescribe the appointing authority: shall report An ./ o o
*vriting hie Judgment of therqualities of the emp10yee s wo'k3performance - ot

; s 3 T B T
il idoed i TRREG DT

9. h”,l)emotions During the, Probationary 'Period '
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authority determines that the employee's: perfomaﬁoe'doee not meet the
required work standards ’ he may demote such employee,

At any time during the probatione.ry period at which an employee
is about to be.laid off for reasons:which reflect. .no.discredit on the
quelity of his. servicee » ‘the appointing authority with the consent of
the ‘employee. may :demote .such.employee .to.a lower.class. of work .in lieu
of layoff.  The name -of such- -employee shall be ‘placed ;Ln order on the
approprie.te leligible diste. e o Fat

The probationary period of ‘an employee demoted during his pro’be—
tionary period ehell include the period of. probetionary eervice in *the

At any time during the pro'betionary period an eppointing eut.hori-j
ty may remove an employee whose performance does not meet the requ.tred e
work - etendard,wprovided that he shall report such removals to the o
‘director:-and “bo the employee upon the form ~end An the me.nner 'preeoribed
'by the dire tor, Gl ; ;o :

Any promoticnal appointee ‘who 18’ diemieeed ‘for cause’ ot.her "then et
mieconduct -or delinguency ‘on his part ;‘rom ‘the poeition ‘bo which he hee R
been promote "either' during ‘the probatioxiary period e
“of ‘the failure of the. eppomtingﬂeuthority to file a -

HLIFERE L TH

'request?o "“hia 0 _t’inuanoe i.n the “higher position shall’ 'be reatored“to

g :pointing «euthorityﬂ.
" the “employee r@h&ll

period ee w.tll eetiery the dire_epor ofli?tbe,i,':-eaeme'bleneee o[f( further
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RUIE 10
SEPAPATION AND DEMOTION -

10.1 Retirement

Any employee in the classified service who attains the age of "70
years shall be retired, except that upon certification by an appointing
~ ‘authority of an emergency arising from abnormal employment conditions,
the director may ‘after investigation of the facts authorize deferral of
retirement. Such deferrasl shall be subjeoct to cancellation by the ap-
.pointing authority or the director et any time. O

For the purpose of these rules the age of any employee shall be
the age sttained on his last birthday and shall be subject to verifica4
tion. (See Mason's Supplement 1940, Section 25h ll as amended by Iavs
- of Minnesote 1941, Chapter 391, Section 10) - = ESRT .AS

10.é. Besignstion

. 4An employee may reeign from the service by presenting his resigna~

“ tion in writing to the appointing authority. To resign in ‘good standing
an employee must give the appointing suthority at least 7 calendar days'
prior notice. . A copy of such resignation shall be supplied by the ap-
. pointing authority to the director. The director may make such investi-
&ation as he deems to be warranted for the .purpose of verifying the
facts as to the .-reasons for each resignation Upon ‘approval of the ap-
. pointing authority an employee may withdraw his resignation at any time -

_not later than ten days after the effective date of the resignation

No form of resignation filed witbout date or with a future dete,
~ and that 1is not intended to be a bona fide and voluntary.resignation to.i’
y... be acted upon at the ‘time of filing, shall be accepted by the director
as & reeignation. Each separation under such circumstancee shall be
. deemed a dismissal and the provisions of the. act and these rules relating
to dismissals shall apply. Anv denend or request of an appointing i
of ficer for the filing of any such form of resignation for. possible_‘,,,l
future action at the option of such apvointing officer _8ball be deemed
to constitute prima fapie evidence of coercion.in contr\vention of the

: "Any- officer or employee in’the etate classified service ehall 4"' L
" resign from the service upon’ filing a8 a* candidateffor ublic office'

disciplinary reasons or other cause

, If the suepension is for a period or periods exceeding 30 days in s
any 12 month period the reasons .therefor shall be furnished the em-
ployee and the director in accordance with‘Rule 12 2 and the permanent
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employee concerned may demand a hearing. If the period or periods
of suspension in any 12 month period do not exceed a total of 30
days, prompt notice of the suspension shall be given in writing to
the director and every effort shell be made by the appointing au-

thority to notify the employee but in such case the employee shall
not be eligible to a hearing

No eeniorit;y shall be acquired during the period of suspension.
layoff

An appointing authority may lay off an employee in the classi-
fied service by reason of abolition of position, shortage of work or
funds or other reascns outside the employee's control which do not
reflect discredit on the services of the employee.

The duties formerly performed by laid off employees may be
assigned to other permanent -civil service employees who, in the
opinion of the director, hold positions in appropriate classes.

a. Order of layoff

- layoff of probationary ;or permanent employees shall be made
in inverse order of seniority in the class of work in the agency
or other organization unit involved. No probationary or perma-

‘nent employee shall be laid off from any poeition while any pro-
visional or temporary appointee is continued in & position of.
C the same -class in the a.gency or other organization un‘lt mvolved R

‘Where it ie determined that two or more persons in the class
and organization unit in which layoff is to be made have equal
‘seniority, the order of ‘layoff in such tie cases shall be in in-
. Verse order of. the. date of. acquisition of.. permnent civil service ¢
; status.,-. eresiiocy Epl vt h 3’"%1'*'*(":7‘%“ s TE e ey e by e e

r‘;‘ B

“Where the- determinat‘lon .of” eeniority as provided ‘above does

‘not establish definite” eeniority differentiale, tthe ‘order of - "
 layoff shall be determined. 'by the average of the last two eervice”

" ratings,:if ‘there are. two, ‘or. the last: -such rating, if ‘there is - '
only cne, the employee with the loweet such average or the loweet

. such” ‘rating being laid- offi"ﬁret., "If no'service: :-at:lngs are
7 available, the order of: layoff :shall’ ‘be ﬁetermined by thegppo
1ng authority in’ euch =e]mannerfas “to: econeerve *to ‘the ‘state “the

: be eete.'bliehed on

“of geogfapizic area, fpnetion ‘or class
- of. employment an ‘

1y .be ifferent for different classes of employ-
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The director shall notify the appointing authority of esteb-
1ishment of organization units anéd such units shall thereafter be
uged for employment or layoff,

The appointing authority shall post a copy of such notice or
shall distribute copies to notify affected employees of the es-
- tablMshment of such units.

The director may cancel established organization units upéh'
notice to the appointing authcrity at any time he deems euch action
to be In the best intereast of the state service,

c. Seniority

Seniority for purposes of reemployment or layoff shall be the
length of service in a specific class in a specific agency except
as otherwise provided in rules 8,10 (c), 10.5, 10.6 and 11.4 and
shall be determined as followa: -

‘Seniority of incumbent employees on .June 30, 1940 shall rep-
resent the actual total time worked in the agency for which payment
was mede to and including said date and shall be irn the class of
employment to which the incumbent employes's position is allocated
as of June 30, 1940. Thereafter, such-seniority shall be increased -
each calendar day without interruption except upon termination,
interruption of services in the agency for any reason except leave
of absence or layoff of a permanent or probationary employee, or
upon expiration of eligibility for reemployment from the laycff ligt.

Seniority of persons appointed or promoted after June 30, 1940
shall begin on the date of appointment in the class of position in
the agency. Thereafter seniority shall be Increased each calendar
day without interruption except as provided,above,

d. Limited Interruptions of Emplbyment T

Any 1nterruption of employment not in excess of fifteen days,
because of adverse weather conditions, shortage of materials or
equipment or for other unexpected or unuaual reasons, shall not be
considered & layoff. e Feen s SRS

e. Iayoff Notice
In the césé of'éeABéhai, project, 'intéfhittént :paft-time, or /
other occasional employment of employees with civil service status,
the appointing authority may indicate to the employee and the director
at the time of appointment the approximate date of termination of em-

ployment, and such notice shall be considered to meet the require-
ments of Section 23 (2) of the Civil Service Act. '

At least 15 dayé before~the.effect1Ve date of a léyoff of a
permanent employee the appointing authority shall give written
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notice to the employee,and the director and may certify to the
director the reasons therefor. In any case where an appointing
authority refuses to certify or fails to certify before the
Lo effective date thereof that the layoff was for reasons not re-
flecting discredit on the employee 1t shall be deemed a dismissal
and shall be subject to the provisions concerning diemissal as
provided in the civil service act :

In every case of layoff of 8 proba‘cionary employee the ap-
pointing authority shall _glve written notice to ‘the director and
. the employee, - Such notice ehall not be aubject ‘to the 15 day
requirement applicable to employees who have permenent civil
, service etatue : :

f Names of laid Off Emploveee to be Placed ‘on. Eligible Liste

. The names. of permanent employeee laid off or ﬁemoted in lieun

; of layoff :shall be placed -in.order of seniority-on the layoff

%% o =.c1ist for the class-and :agency -or other organization unit- from
- which the layoff took place. :.Any -such employee .may bave his

+i7  .neme. placed -also on the. reemployment 1list -by:.submitting such re-

- ,f-:;qaeet in writing to- t.he vdirector inraccordance with rule "( 1&

PR

2y -

, _The na.mee of probationarjnemplo;'ees 1316 off «or demoted in .
1eu of 1ayoff shall be,;placed in_;order -of; eniori'ty -on the lay- ey

- employee ~eha11 ‘al|o be; t.orod toits original place on the- b
“eligible. liet from which it was certified for the probationarv f‘ L
‘ employment : .

An appointing authority y demote an employee for :mefficient .

L performnce of .his duties, for. eciplinary reasons,. or for other
~ good .cause, ‘A written statement-of reasone for the demotion of an-
l»employee having permanent etatue Mall e . fumished to the emplovee
..and &’ copy filed with the ‘director prior to the»effective date of the

; Such employee may upo
'the board a8 provide
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10.6

employee from military leave or appointment under rule 6.13, shall be
demoted to displace any employee with less seniority in any lower class
in which he previously served unless he elects to be laid off. In
either event the name of such employee shall be placed on the appro-
priate layoff or reemployment lists.

Dismiséal

Employees who do not have permanent status may be dismissed at
any time at the discretion of the appointing authority.

No employee who has pérmanent civil service status shall be dis-
missed from his position except for Just cause, Any such employee who
is dismissed may demand & hearing before the Civil Service Board in the
manner prescribed by rule 12.2,

“Any employee who wilfully practiced, or attempted to practice,
any deception or fraud in his application, in his certificate, in his
examination, or in securing his eligibility or appointment, shall,
upon discovery and proof thersof, be removed and discharged. Charges
alleging such deception or fraud may be Initiated by the head of the
department in which the employee is. working at the time, or by the
director of civil service, in conformity with the provisions of this
section relating to notice of discharge and hearing before the civil

service board." (Civil Service Act as amended, Section 24) (See Rule
12.2)
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RULE 11

REINSTATEMENT

11.1 Reinstatement by Order of Civil Service Board

Upon reinstatement of an employee by order of the board, the
employee who has replaced the employee ordered reinstated shall be
removed from the position he occupies with due regard for his
righte to other employment in state service.

\

_ Except as otherwise provided in the Order of the Board the
status and seniority of an employee so reinstated shall be the
same ag if the action resulting in the Board Order had never
occurred. ‘

11.2 Reinstatement from Leave of Absence
Exoept as otherwise provided by law, & permanent or proba-
tionary employee- granted a leave of absence must be returned to
his employment at the expiration of his leave unless the position
he occupied bas been abolished ‘and no person with less seniority
or status 1s employed in the same class in the same agency or .
organization unit at the date.of expiration of the leave. .Sub- |
Ject to the same exception, such employee may be returned to. his
" employment at any time prior to the expiration of his leave by the
- action of the appointing authority in filing written- notice of -
auch action with the director of civil service. ' ;mghﬂ,

" The name of a permanent or. probationary employee vho 18 Jlaid
off prior to the expiration of his leave because of abolition of”
his position as above provided shall be placed on the appropriate
Aengible lists as provided in rule 10 g (f) : :

wi ;A‘permanent or probationary employee who 1s deniod rein-&
© .statement by his appointing. authority ‘prior to the expiration of
’i;hia leave shall have his name placed on the appropriato eligible

'abaonoe. Seniority- upon’rein-'

“statemen 'shall be calculated as rovidod in rule 11 4 (b). No
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such former employee shall be reinstated directly as provided in this
rule if a layoff list exists for the class and agency or orgenization
unit but such former employee may make applicetion to have his name
placed on the reemployment list as provided by rule 7.k,

114 Resthation'of‘Seniority.

a, An employee who has been employed continuously by the state and
who voluntarily left employment in one agency to enter employment
in another agency shall have the seniority at the time of termina-

~tlon of services. in the first agencv reinstated upon hie reemploy -
ment in that agency.

b. Senilority of a former employee who 1s reinstated or appointed
from & reemployment 1list shall begin on the date of reemployment
in the state service; provided that in event reemployment is in
the agency from which the termination of services was effected,
the seniority st the time of termination shall be restored at the

~ request of the appointing authority.

SO
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RUIE 12

T S  APPEALS, INVESTIGATIONS AND HEARINGS *
s 121 Appealé

a, Appeal from examination ratings

T i
SN

N , Any competitor may appeal to the- director for recons:lderation of
~his rating in eny examination, within thirty daye after the-date of
mailing to him of notice.of his ratings, by written request to the
director for review of such ratings. The director shall grant such

- review 1n the event that reesons satiei‘actor,y_ to him are presented
. therefor, and maky change the ratings of the.competitor if, upon such
.review, it 1is determined that an. error was made in the original
rating. .. If euch review shall diecloee errors affecting the ratings
of other competitors, then the v;‘reviey_may‘ be extended to the:ratings
of such. other competitors. No. cha.nge made  in the ratings of any com-
petitor shall invalidate or in any.way affect any_appomtment already
made as a resul’cwof any original rating which ma have been changed
,pursuant 'to thi rule. - - s

b Appeal,from allocation or realiocation of poeitions '

i Any employ ; laffected by. allocation or. reallocation o:t‘ his posi-
tion shall,xupon 'written request,', be - entitled to.an appeal. from.the
. -action. tmthewiwil -service board Any such appeal shall. be*ﬂmde
within thirt ~dat otificetion-of allocation.or ro-
allocation .an ehall mclude a, statemeht of the basie for such: appeal
a8 well as«exhibits -and written mterial specifically ‘setting. forth
- all addi*ionalﬁacte ‘other than those : constituting a-part .of-the
civil: eervice files whic<ns1:XMLFault xmlns:ns1="http://cxf.apache.org/bindings/xformat"><ns1:faultstring xmlns:ns1="http://cxf.apache.org/bindings/xformat">java.lang.OutOfMemoryError: Java heap space</ns1:faultstring></ns1:XMLFault>