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RULE 2 

ORGANIZATION FOR PERSONNEL ADMINISTRATION 

2.1 Orsan1zat1on of the "Board 

The board shall; at the first regular meeting in February of each 
• • •• ," year, elect one member to act as chairman for -a -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 1n like manner to fill the unexpired term at·tbe next regul~r 
meeting of tbe"board." -''' ,.c:.. ·_ ,·· ... ·.-1>''""u2 t_-: ... ·• 

-- , ' ·' ~-~ 

Tvo members shall constitute a quorum for the transaction of 
_ ·> business ,at. any mee~ing, • and the con_currence of two members shall be 

• 'necessary -to make any action effective.-;." ~-_:'':."' :.':'1'.>.. • . ••• ";~ff:'.:· . : . ... •· . 

• . ··.·'.:;t:·r~,- _c:_;E;.-=.!..~ r 

The director shall serve ae secretary of the board w1thout·addition
. al compensation~ • He shall keep a calendar ·or_ -all business to be :'tran

sact~d at each meeting, issue notices of regu.1.ar and special meetings, 
present to the'board all matters arising"in·tbe-co,u-se of administration 
which require consideration by the boardJ~ep the -records :.and files of 
the board and minutes of its prooeedings,:·'sa,ther information and attend 
to c9rrespondence '"on l>ehalf of ·the l>oard;r;ua shall do ·-such ··10tber things 
as tbe board may :direct or the circumstmices • indicate as necessary and 
proper in order to facilitate and-,give~t.fect~~o 0-tbe actions;.of the. 
board within the scope of its power and'dut1_ea: :; ':."'fil'!J,,!,')'.'."":-,. C 

Meet~~:~·~::~:~~ ••. ·.·•·•·~···•·• :~:;~a1;~-•,,-~,.<~~r G. 

The board shall meet regularly ,t.wice:;eacb.,month and.may bold addi- _ 
'\ ,_,, ·--:..':"~ .·_: .... • ........ t,,.: .... '-. . . • . ,__,; ~~· ,;.__· • 

t ional meetings· as may be necessary. Any_·_. scheduled meeting of the board 
may be cancelled· by consent of two board meJ11bers. All meetings shall be, 
held 1n the main ~o:f'fice::of the depart:ment/f11{-\,·St:'.·l'aul;""tmless~tbe·:.'board:. ~-
shall, prior to~Jbe: date o:f' meeting, epecif'y~-an.otber meeting :place within 

~ • \ - ~ ....... ' • • •'°"',~ ~1/att1 .:Ji-"~~~..,, .. .tJ'''" ~~ .. ' '::.. ll'~ t • - . ' ~ -~<h ~. 

the State . of, M~n!!ot~. . _Meetings . .marJ~~ ,iC~~1~~;1>1 ;~~.: ~b~i~, ,. '!>Y any 
two board members, or by the director. _)lfot1ces:of' ·each ·..meetmg· shall be 

•!'"~A·,.".' t ' • ~ i~:},,""• ,~ ~.-.. r.•~,-- ~r -• ':, ~, • ~.- ~ ~- i ' --.t"'• •• 

given 1n writing to. each member, by :th~ :cha1TJD&D ;~or·· by'"'1:,l)e : director,=_ prQ- • . 
vided that tbis, requi,;emont. may be ·-wal~dji,jilfeui:{member"and !sbai1·· be •• 

-, -·,•;--, -.. ... :... .. !4,.l'·•·:, -· _, .. -. -·. ----',t-s._..,-n--~- -:f:.;.~1. fl.f:':s:-• ~f'r~ ~-,t .... ,.-.·-.·~,..-,--"'·-~" •--..::..:-

deemed to have.,.been~~1ved. by any inemQerYa'ttendlng a'n:y mee~ingcvhere the 
. • .: ·-· ••• •· - ."'-" .,.',\ «"·i:''-"f.'l!"t"lt:"", .. .-.~4>~~--- ·•. -. -~-~,,,,-...-~-"'!~ 4- •• ~ .. - .. "··-

. :- .. req u1rement has . not ·been·· met. • . Not 1.oe_:· of ~')Dit~tl:ng • shall be"'1>ostecf""in' tbe 
.• ~·--.JDain _office ,<?(t~~/d~~rtmen~ an~ ~~~j~~~1!f~~~7:~Yt;~~¥r~Y:;ce 

?;,,.• of meet~g~ :'. ::A+l. ie.e,t'ings;,~~r- :t~ 1?,oard. ,'ahallt:be L"o~n".'to.;'thet~ ub1.1c ;: . - • 
--'~--~ • ..,. ... , ., •'•~_4-,;' ·,...,..;,/~: . .,_', .•-~· •• ,, .... ,~ .': ·.,,., .. ~~-' .. ,t,,,,.1~_..: ·:~tt;f, 

,: '· b1 ,,·;:,;r-r\:~f}~f£>d~ •• r. •,.i1CCi,;: ·•·· 
n, ":.i .',.. ,¾ -.-r:..· ,'< ! _,,,;_~~--~~---~ ... ,-, ·'·rr· ... :,\~.,.--·_·_,_:~.,-,~.,-., ,_, .... _ ..... • 

.. . .3 · • Minutes· or ~oard"Proceed1ngs ,/ -' "'" 
,;f,{1J . _,:.-. . ~J ~ '...(:?t:r:;~•:~11/.~i'~.>--~~·t)::~-- '.)., ""'~•.:::,,::~ .. ,.J· 

• "'r .,,.}~-lit ·t-·~ii-~j_ ii·f:7 ~--:f.· 1 •• - ..-~-

... __ The, m~~te~, ~f the procee_din~ p(t,tfJfd~ -,!~e.,~,,,i -~f':P~~-d~,·.fiD~ 
:,~,mainta1ned,,by:·.tpe;, ~ecretary on behalf,(,o~,i~!, e,u,~Jec~;-t~"':~~--;~PP~,oyal •• 
• of, the board. ,,,,,Any_ person shall be tt.utborized 'by .the director to eYamille· 

',, ,, such minutes, ;;;t, s~ch, times' end under'J1ticit'cona'1tion1S7;\<airbl:ina,-'i,rescribe' •. 

• • ; _ upon •~!>tt1(tt~r{ ;j , "" 'IFI<"':i~/h'A¥ ~;~;:;zz•f ·j/ (: ),} • , • 

•' ~·~;~'.~::}j!.~(~~ ,.,, A~;?. ~'.:?} ,, 
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2.4 Duties and Powers of Board 
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2.5 Appointment and ~ploy:ment of the Direotor 

"The director of the state civil service shall be appointed by 
the civil service board on the basis of merit and fitness after -en 
open competitive e:xemination, 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 Mason'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 e:r1sts in the 
office of the.director of the state civil service, the civil service 
board shall appoint an e::ramining committee of three persons to e::ramine 
the qualifications of all persons applying for appointments to the 
office of director of the state civil service. At least two members 
of the e:xam1n1ng committee shall be public personnel adln1n1strators or 
public personnel specialists of recognized standing, at least one.of 
whom ~ball be a nonresident of the state of Minnesota. As soon as 
practicable after its appointment, the e:ramining 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 names.of the 
three persons rated highest 1n the competitive teats and found by the 
oomm1ttee to possess the necessary qualifications for the office 
of director of the state civil service. The civil service board 
sha11· then appoint one of the persons so certified to the office of 
director of the state civil service. • No person who hae not been e:r
am1ned and certified by an eram1n1ng committee as herein provided for 
shall be appointed to the office of director of the state civil 
seryice.. The civil service board shall fu the compensation and shall 
authorize the payment of expenses of members of the e:ramining com
mitte~ provided for 1n this section. 

"The director of the state civil service shall be in the classi
fied service and shall not be removed by the civil service boa.rd ex
cept under written charges end after a public hearing by the board." 
(Civil Service Act, Section 4) 

teirbe salary of the director shall not be less than $5,000 nor 
more than $7,000 per year, payable semi-monthly. • ( (!1 vil Service Act, 
Section 8) • > • 

2.6 Powers and Duties of the Director • 

.• ' 

' a. ~The director of th~ state civil service shall be the executive 
and administrative head of·tbe state department of civil service 
and shall supervise and oontror all e:raminatiorie endtbe depart
ment. Re shall act as the board 'e adviser on all matters per-. 1 
ta1n1n~ ~-o the civil service of this state_. _, , _ 

b ... It shall be the duty of tbe director end be shall have power: 

"to attend all meetings of tbe board; 
.,. 

"to prepare and recommend to the board rules and regulations 

/ 
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c. In addition.to the functions ~:rpreaely vested in the director and 
the duties expressly imposed upon him by the provisions of the civil 
service act end rules, the director shall do the following: 

he shall direct and control the offices, e:ramin~tion rooms, 
,records and properties, and expenditures of appropriations of 
'the department. 

he shall· establish such report forms or procedures as be deems .. 
necessary or desirable to execute the provisions of the civil 
service act or these rules. lie sha.11 promptly notify appointing 
au~hor1ties of such action and the forms or procedures so estab
lished shall thereafter be used by the appointing authority. 

he sball do any other and further things of the same kinds as 
specified in the act and these rules or of different kinds, as 
be 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 direct·or in person or by him through the agency of any 
employee or employees of the department whom he me.y desisnate. 

he shall prepare and recommend.to the board any rules required 
to establish conformanc~ to federal law or·regul~tions. 

I 
.... 



. • lUJIE 3 
·'T.BE STATE SERVICE AND l'l'S:DIVISIOBS '·· 

3 • l Un~l~~~;;t;:~i~:t~:~:::F~~?: ;~~:::;;t~f ;-~·.:, .. • 
a. ·Tbe·.unclaesified:.,_ser,vioe;shall'piclude a11; .. poait1ons-a 

.. :\ (~,y ,.tbe;\boarcli~}~ccordance~1tb~sprov1sionsifof the c1v1 
-~l ·."::. act ,~!a••meuded:to~~ther.;~epec if' 10 .i.ata • • 

'.. "{·r::~, ,~tiit~jtt~ijlfI.~~~'iii!f~i~~,~¥.rfli:'tl~~\: 
... • Tbe,c_ivil'.'f~a.n:ice,}.actras ramanded fnads ;-JJ:tfj,art/a:s ~1'oll 

• _ : • > • • ,'._:, __ ;;.-: .. )-·~&_:,·.;· ~:_, i't~:?1}~-tf;-·.ef;(~,,?~~.;¾~J0.,_(~; :_~:---~ ·<·-_:" :~ .. •. ~~- . .::-,· -_·: ::: •• .. ' ~-~-:<·· ~ ~_f;~i1#~-;~~s~~--·;-.:-:~--< .- • 
c;~s&ic ~,.'.~9 .(lJJ~::tl'be}:uricl~sif':ted !,service, totJmprises 'pos1~1 

·.:··.~-state loff',icers:or .employees "wlio:t:are: "':l . 

"M
1~~,f~;~~=ti;&:+~.f~k '&n•.~· r 

. .:1•'t4'•d ,-. -~: ... " ~eade.i\Of ~epar.bnenta,,~quired .. by:,~d.a1r~;:to·--be iappo. 
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"1. election officers;.· 

"j. persona engaged 1n public work for the state but employed 
by contractors when the performance of such contract ,is··· 
authorized by the legislature.or other competent authority; 

:.£.: ,, ' ' ' ... 

.. k. persons temporar1ly·employed or designated by the legis
lature or by'.,'8. legislative cotnmittee or commission ,or other 
competent authority to make or conduct a speoi1;1l inquiry, 

·investigation, examination -0r:1nstallation; 

.. 1. deputy atto:me_ys general, assistant attorneys general, 
legal assistants, examiners, three confidential ,employees, 
and special counsel to state depart:n:ients appointed by the 
attorney general or employed v1_th .bis authorization; 

"m. all courts and ._.all employees thereof', :referees, reoe 1 vers, • 
Jurors and:notaries ·publ1c;·except referees and adjusters 
employed by the industrial commission;.,•~·· .. :"··· 

~- patient mid :·~te.:help 1n state -~har1te.ble, penal and 
correctionai • ins,titut1one; • • ·' •• " •• ' • • • 

. - ' . .. ~ -· , ' ·. ·~;[·~ ·, \"~.-~-; r.... ~~ ::, -~ ~ - - . ,,~.:; 
"o. state bigbway. patrolmen now .ope:rat'ing under the provisions··· 

of ·the 1938 Supplement to Mason's Minnesota statutes of 
1927, sections<2554½, 2554p., '2554-j-b,:2554½c; 2554id and· 
2554-ie; providing bowever, ,:that v1th ~respect to the lllSthod . 
of selection and appointment onl,-, ,all state highway • <'4;:, .. 

• patrolmen vbo·)iliai1 .be appointed ~subsequent to the .effective :. •• • 
date ·of' t.hii(act ~shall be ee·lected ~and appointed in accord~ 

• • ence with. 'tbe''i,rovisions hereof '\-elating to the cle.ssif1ed • · .}- • 
service,' biit't'ln''·a11 •• other retipe~ts··the provisions of this 
act shall_. not.,..;appl,- to state. hi~y._patrolmen; : • • • 

·"p. the. deput;::~~~as·~1~ner· of. a~ic~i~~,, dairy an~ food; 
-~ '•:':. ~-. :--!_::.-~'-.~ !'. ;-~ _,_ ~· .-:·' :·: ·2- •" ~...--; -,,~·-:::-: ::•.--: ~.:"_· ·--~ ~\: • • . "! "r· . 

"q. persons, not e:.roeed1n_g one, appointed or employed by the states • 
.. . • .. ~~ treasurer::,if:o;r.~•;J;be_ purpose. iof.reoe1ving.·and :eafelte!ping ass!~~- ... -,· 

.:... :, depositecioand..~in.1;a1ned., with the:-,state ,Tree.surer.. , ''."'c:: ·: 

•• , -- •• 'lftl. ,.,.#:····· ..... ~ ..• ~1: t.".·.-t-._~- _,.::.i-·_·._i)~!,~ .. r-;:-r., ... • .. t.-.~.·-,.-.'. • .. '.,_'._.·,: 7_~·,-.L1· -,.·._~'1··-·.- . •_) ··,~ .. :,',•.:,,_-.:-- ,: ·1 .:..r:.,:--·~-t":~'~~~ -y;_:r:-.~_ ;;··~_:,}_~, ~1-~1:;r\~ . - -~ - - r '-.!',. ·.-:-- ~. - ~-"~ \fi"-1--... •• ·- . _.._~-

b. Appointments to, terminations from. or interruptions 1n employment 1n • _. 
r:~,: ,tpositions", desisnatecl~~be; ·unclassified" eervicec:·ehali' be· effected ,by ~, · 

. written notice to,J~he)(lirector:'uponl•'suc~(:f'onii as be' may prescribe.,.,,, 
,: , ·... . •• '·•·/\it " ·: ,·:i}"2:)} /~·::t,ti!ttjii~')rI.,,.:- .. ,.: /:~"~':_,\<·r <~ • : • 
c~;,;.,,:~orr1cers·authorized:rb:y .. · a,r"::-to·make appointlDl9nte· to'positi.ons in 
,l'?-~:·'.unclase1f1ed'Lsernt,•l.~'.afia:':appo1ntin'lbff1cers~'of'jdepartmente or .. insti- ·,, , c ·c•:,:• .. 

• • ,.,. '.i:'•tutions •. whose 1,emplo;ye~~~~~ex~mpt_:,'·f~~~ibe~provl~ ions of .· this ac~/p~~"i'l;>t·//l?:·;~,;,:'./' •• 
'·;cause of·;-the const1tut1bna1"'ete.tus bf eucli1"aepartments or institutions t,:.·: :: ,::·.' •• 

. ~~~-shall be:>perm1tteci~o.lmike~ippo1ntments~J'rmit'appropr1ate ·registers :'of/'~~.:j:r/\,Y:;;·,,,.· .• 
.-.: ,j~,•·el1gibles m& 1nta'.tii6"cilij;J~tbetaepartment11c>'fJ'ci Vil 'c:eerrtce. • . {Civil :Sei-~tti~t}~iLJ\ ' '" 

' • ••• ··Tice Act,' Sec,ti~r~i}., .• :~=~~:z:>~ :t;i;. J;;:tzJ~tN~',; •• ,. • •.•.. !:¼ "f{rr r"> 
d.: ,-The 'director mayft•,ipbn~~qtiest?tassiettandtaavise:'a~pointing authof!:~ ,~;, . ,,. t: 

ties conoerning•salar,?:rates appropr1ate.,t'or:.poa1tioos in .the unclass1;.~7•~.,, 

• fied service. \:;i)J~ • • ,,~z;,;t,c> _c • • • " 'ff{:~f.#.I.,·.:.-._·:·~.:.~.:.~_:.t,r.· .. ": ... l ... :·::_·'.·.··.:.f_·i.•.·.-.'.:_~.:.~.~.~.:_:·:~.:.~.·•·~ .. ·~--,~:· .. '.' .. ·::·'..t: ' • i:il. fii?/1;i 
· ··~;_,;•·;+Jlt""··~,. "-. ::"_ 

' •• :•tii\•;;c; 1:?.1.>•,,~::,:.:,,;;. ·•>~<:. ·•..::,·~·,·.·_-.;·~.•.·.~,:,·_•·:.~.:~ __ .•·~.--:.""-.·.·•·· .• ·,,··.·.;:,,' .• ,•·:b·:.~:.~.:.·_.,·.: .• '.-.:._•.'. .. :·'~., __ I_·_=.".·.~ .... "_ 
·,· '''ri•,' ,:/{';::)~Tu\:~;~,~;":, k~sx::~t:~~·~t~~~fi:;·'~~"':/R&r,·. ,. " ,;:, ✓ ~~:.~~::~ 
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-?;:.{~< • • ·-•1,',\?;:i_~:.~_._,i __ ·~-,:_.:;_.~_;:i;,_:_,:_t-:/{" ;}i:. ;_ 

:\:: .. :~i·{: ,. - ~ ='" 

Claaa1f1ec1 Service .··• .· '~''";/it }·. • 
.- ~.L;~~/::1~'f?ji\}lf,;::~~: ,;;~; · :;;f:iit:f ~- ~: , .. :~ . -·.• : · 
a. :~e.::Clasaif'.1ed senice,·c --·-••·- .. ,.,,: . • or.teen ceand- aballl,:~ 

·'i~>~~~'#.,n:!=t;.Jr~;;;;:rc=:.:.k" 
L.;aen.1ce,,,ahall-.be. • • - 1ng~-it<,:;,mer;~:t"~4,f,Utneas\trom -:::~i;;<: 

;=~~l~~.i ··""'·· ... ~~~~~~~ 
!ll•n'!'~;-~,iPr~ted;•:t~-~iic•~~~•cha,;- • _ce~.,--. _cler~;~ 

• lqy~, tr~, ;:l.~borer,~'"liii#if.o~a~j).r:tedJ"•· .;. • . er ~or i.'1,f 

•~ oil\er>'; ~ooOijpti,•~,.;i~ he -~,J~ 

.. _. _ • a1t 1A11•nd~\ 

·j~~~~.~~;: aao,;: 
~:,: <••···•C'-

,.,: .. ,'· 

ila~eim,y_1, 4_ _ •'· 

~1a1on,J9.ball~pplj~te _ 
an7.:~-v..tsi0Ji,,.,of' ½'the"' 

., .·.;' .·..--t.Jo..'!"f;;t~f .. ,,; ... ~. •';!'---~; .. ,~,:-- .. -

ervice~hicb'fare,;:aee 
.. i~~i;;~:~~:::;·;;:~ff;\~~~· ;,,; 

"'''"'' ,,,,,'k!!:'J.'hefa:1rector 
•·'T,:-~(~~:r.,._,.._,,~:.,.~.·!ci¾."G;;,,-i'=.'"#'~b~--t 

lab .. • • ·-e-a·r 
'~--.l ··~~#'> ··.·-~~~,-

'.8U orma 
:r•. !tbeJat 

re _ ... ___ ·. rly·,, 
••. c·•·• ••• , .••. e:: 
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eligible for consideration for appointment to a position 1n 
the labor aervice·1n the deeisnated asency or organization mit. 

(3) Application' ·to the director or cert1f1cat1on by· the appointing 
authority for -eligibility for: employment· 'in ·the labor service 
shall be made ,upon such -forms and· :·1n·, such'· manner· aa the 'director 
ma:, -- prescr1be-:i,: As a ])ert or the1'app'l~cat1on pr~~cert1f'icat1on 
procesif'the director may ut111ze:such tests· .or require -such 
other evidence as he deems necessary .1n>'the·1nterest of the 
state to -determine the applicant"& abtl'1.ty properly •·to perform 
duties 1n the labor service.- --, ,'n·>~i.:: ;:,;/~. , - • • . ..: • .. • 

(4) ReJection of Applications and Cancellation of labor Service 
Eligibil1ty'.~Hf·''.''. 0 .·-. ,'· f}f;,-c};~.; ,. ,·, ;_.... ,·. ,i.. 

. 'If . ~ • ,.• .- ..... ~ .. ·.,,.·,; ~. ::.~~.;·, .. _-: ' . ·.·°'~\-

The' naJD9. _of' _any. labor service eligible not reemploye!J with-
in one year of., the date of_ ·1ayoff -from. the _labor service or not 
appointed within one year of cert0ification· as eligible, for· em
ployment .in the labor service shall be removed automatically 
from the labor service eligible list.. Such person may aga1n·:~ 
attain eU.g1b11ity. for_employment~).n,tbe,.labor aer:vice on~y as 
pro!~~•~.-it1!·;•~1d.t~~p,!9.:.:·-~c - ;;j;~:l~-ij~:;;:_.'· ··: .•-,. ~•-•~·,.:,;~~~-~;;· ,r,.i 11tsfMt · 

. 'l'he\director may at· any· time:.upon ;written' statement tcf·:ihe 
applicant \or~·el1-g1ble ,and, tbe-·affected'tappointing-•authority·; ":· , 
reject:-,sucb\application,·-cancer,e11g1b111t1"'1'or~employme:nt•.--in••n1iFJ 
the labo~ service, or refuse to_certify au.oh perso:i:~<,!-~ .. ·•l~gible. • . . ___ ·_ 
for 'BllC~~ia,P~~yman~_ for . any;• of .}!'~ :~,acme. ,i>~scf ~bi~ ~¥.1. ::~~:~wJ;r;:~"-:"C:.~.: c: ':--·--••• , ... _,a,.--~.-.- ... -•_ .. 

Section·,:14:.of. .the' civil-- service·act .. ::-c:crn '.the:-caae • of :.suclir -~f, .. ---~-
··•\it::r-:fµ~~,, , .... .,··.~ -.~p ~-.,-.. p .... ----~. f'.."':f:t.1;··:~,~1 ·•. ,? ~ ·. · J .·,_---:• .;~-tt.: •("i"}-e~.:i1e 

act~~,,~:a,,-:vr,_1i~~~ appeal may ·be t~~~ ... ;~o.~Jh~ .. J>c;>ard '.vhose d~,:-tt~ • _ 
c1aion· '1n~tbe" matter shall be "f'inal.L--:~:-;· ~- .--' _,.,,., , ..... : ~---- --~ - .->_Y•_~;~e'i -

.~, ~i~~J~-t~ -~_-r .. ;, . _ .- .. --;~~.:.~".1"JW~~~-~r:f- .ri._:,.~~'f~.1-l~l -~1,jJl.'~J!. 
• ,:_·.,,.:~~--i'·~·..,·~~-- ,"'L~,t,···i-7-.'~· , · .-.: .... ·,·~· .. ..,~.Jt;~e.~:?,.:~~~:~· _T, .. .:,~:-,-.,·. ~: ~ ~*_.·;;i-""~-1··4-,.{~ './'-f:,ry~-. 

The appearance:ot a··'name on the labor service eligible liat"for ·the -
agency or organ~zatio:n unit shall con~ttt~t!_/~~-;.~ireci;;Q;:~ ~~ffi:B 
cation that the :·eligible JDay be appointed to_,any;positi011 1n the .>· .. , :c,. _ 

labor ·•7a~i~~::s::~1:Z1t;t~-:;:r~~' • . 1·~tt.z::2~~,K··f'ff,•c~t,~~' 
Report of· appo1ntmentf'-'terminat1on 10r, 1.nterrupttontof~•m.j,loyment, 1n _, - • • • ·,~-

:.~- the labor ~aervice_;;;'eball ·-be. effected-~es·l:followac·i~i-' . .t,t:a,. •• - • , ·~--- '-' •,.. _. _ .. , 
·';'}ri(:f~f~S¼f%(-·•:-~.-:,>.: _-- _•·-- ::'~'~;!kjifii~iff:'~·:,· -~':1f,. __ _ ~~~iJ-!•~•:}.}2•,:

0:\/_-:.
·jl•. (1) In: th!-;;~~•~9.f,;;;~~l~ • e111:plo~~!~,-,f!f!'-C?~\ft~r1fr~.- ,i~~~~e~l?.O,r,!J;;Eit~/{;-~:· 

service :911.gible ·list, . by pa.:,ro11 ·n~t.ation shov~8,i~t•½:'<>~. em<tt,;~;;~{;;:\'i ~, 
,._ : .,·.,-.,.,. ,· • ' ••• ,.·,, •. -·•ot •• ; ,, .. , ... ,, ••• • • • : ., - ., ..... ,,.-,...-~,.-~;-~ '·' "\12-• .•• --,it•~~;{'--._,:;,,-~··:•.'>, 

plo,ment/or manner and dates of .1nt~r,i,ipt1on :~r_:,:ter.arlml.:tion ,;of}f\t;i:i: 
•• •. ~,--·.,.·•~,,..:• : •. ,.. ••• ,,.:,,·--.,~ ...,'.,..,",•_. --~ -~,,· .• • --'"·· . ~.- •i-~'7-t,"-!. ........ :-"'•~~: . .i' - ·- 0 • --r.-·.•--:-·. ~ 

aervice;:.1.eicept·tthat -·in eventi:i:an~elliplopent:~term1nat1on1~~~/inter-'1;c.:;; :1: 
•. ,_·•-· • ' .. •<·•'•,"!•':·,·~.•- .·.-·· ., . .::':,:-···i.:·• \,.. . ...... '.. ~, :~..¢;J;f-..,";•~>·.-,.·'~.''.'"'• • - ... ~~, --~<,; 

rupt10n"'lOt'imore5tban thirty:daj~;t-;1e}1'orcnasons;i-o1"J:ec~_1ngid1s~':':c:,,_,=:' 
credit i~J~be. employee, :'a :vritte1i~ot~~'i~aett1nsr,ef~~\ihe'11~\;fr:;I;:/··, • ,.:;i1)f:f:Jt;;}tt;:.1~ 
apecttic.:reaaons for tbe act1.on"":'sba'll"tibe-::1'.urn1abed·':tbei'..employee ,:_.· :_ 
and filed-with the director pr1or~to'~.tbe'·effective,'date 'or tbe _: 
action}' -. ~:.t::.}-~d ':. • -••• -,· ;· :_:~;_::~---_-_t_~_-,_._·_-.,, .. _- -,- ... , • ::_~t!-~?·(i.ifi.'::; ''':' ,f, '.~-~. ,/' • ,. -

,,r.,::. \:.:f~?;;.i!:?-~ , - -_, _ _ .:/Jfr'.'..'.i!ff~~!:;>P :{::5 

( 2) :r!!:~!t::it!;:;::d e~~=!t;: ~t'"::;t:e:!~!:!:11;e!~--~y •,:Sff{~\}:·/ ;.,\:)ti;:~I;i,·:. 

i'' • ~."1·k • - ••• •••• lt:it~~l~i4~it~Jl~;trJ:'Cff,,'.;:, 
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· • • • .. ••. . '·.2:r.r··-.-.: 
s 1m1lar payroll notation,;'•. Jn such cases the paJroll shall ' 
clearly show."that.~:the,~appointmant bas not'·been 'Jll&de under (1) 
above and the employee'oeth required by 'the provisions of Sec

. ,.t ion 16 <>.! , the ,. c ~_vi¼f!9l"!!9.e .;~~t ,,Jl!US.~ . ~~t. +'P•~ Jr;th .:the ,,.i;,.,,:, .. ,f 
, dil'ector'before <paynje_pi'~~o···tbe'"'emplciiee'•:cail l>e:t'~approffd:~t:~: •, •.. ,' 

=~~:~ 
• · Within the limitation ,of;.eavailability. ~f- 1'unds as :determined". 

by the oomni1ss1oner ':of a4m1ni~&~tion,, i,diac~t;ion .. aa "to -the~te • 
-of' "pay -within the established range :for the -affectecf class cahall... '•· 

j •~l;!;~ lbedwsted~.u :tbe ~appo1nt~g ~utlioriti ~~~'llhere ~nt:: is r-ae 'oii.'an 
ti:1 :.;:~.tr llourJ.:r:/iM'11y tor -~ekiy;:,J,asi11 ~~·remploymenta~c,1ifttbe ~aboit~&1 il~~:~?,·,,. 
i;e;-; '•)'{ • i)cek,tbe:,tbour1y' ,: (da11y".., or.:veelcly' ~rate" ;aba.1.1 'rbe':•uete:rmbled~,as'·. pr&vide\f _:,;~::•,~~{,. 

':;~:~~:~~itfL~~!!lf ~J~::~~~~:!.iit~~~; 
)~:• ~ ~i ~ ighteen: ·monthlf -1w4iatelj\:pre'c'ed'.in'g f.tiie: ~aat;0o:f '°ef.~omot~T,~-~~r,~'V·i/ift; ~ 
• ,.: ~.: ~-·i ,e~aminat:thit1;,lio1i>therwfseS:.et".'~he =n'qu~n'1ra>iapeott1ea c.:iil ~tbe,~~;~~W~~~}; 

'; ( r,1. q . . e~uiina~{on'!-aifuo~c~~t~fsii'aii{'btf;~l¥g,-ble:·;:tb ,~comptt•''~~tb_e:~~·:':•r''';" :'.;~r~·~::· 

;,;:j.~}J;~~~'~:\:.·,_·. ·.-~;f ~,-•=~::;~~1,~:::.~_•· 
. ;;~ ·.•~~-~e~~~~~~r,Pr;Jl.~~~~-er;,,_~l!!!~~p~l\~·'.1t~~t.~t'~~~bttr~i;'Mr,•1tif;~

. • Minnesota, nor to .J,ersone,,;;:-, . •~Jlj;:(on.SJ ~:r:~ elllplo_y~s-=-~•. ,il~~~ 
control.• .. ,· (Civil .'Service? ''amended,'.'.Sect1on;~.~(5)>,): 

~::,j~';·.r::;~i... • • • ••• l~'q~1~!ti1~;;1 



Pa~ 12 1 

4.1 

RUIE 4 

THE CLASSIFICATION PLAN·· 

•• ' (!'' .• 

Preparation_a.nd ~doption of.the Classification.Plan 
-~ • '. .,, 1.'\ ''."'.c:,.~ -· ::;-- • • • 

The schedule of classes adopted by the board on Apri,l 10, i940.to
getber w!.th eubiiequent: amendmenta<arid ::.revisions· constitute ···t1ie r•classi
fication plari" for all positions 1n the classified service . 

.. ,~· ... ~ .: .. ·:;,:<:. ' : . - • . • :.-::"· 1 ·!·-,~<~ ;.· .. ·; ·_'_ ... '. .1 _;_:1_-7 

4.2 Bevis ion of tbe. -Classification l'l.a.n c :-..r ··.f,:.., p".r:. ' •. • ·_: ., . <.:~:" •. 

tJ:·; . The classification plan ehall.~e so ;developed and :maintained that 
.all pos1t1ons,s~bstant1ally s1m11ar,:with respect to the kind; d1f'f1culty 
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~ ; c•- t,. • r·s::-,J::.;;.~,:r,D':i°! 'e 

Whenever ,any_ change in orga.nir.ation., ,-creation ,of.,.a new, position or 
change 1n duties, ,or: responsibilities oi'. :an ind1vidue.L.po~t-~on JDakeB the 

._reviaion,,;:o;·}~~"• -~l.~a~s~,ication_::Platt,ne~~~sary.; __ the ... aif~?{or:.:s~~l recom
_mend the ~~~esa~J' _revisions .to.,.the board ... ,, The ,board Jshall,, ho,l~r a public 
. :>·:r.f,),_'._·-_ :. ._..... ,. .. - ,-~• • --~-· ,.,, ' •. ··• ··--•· 

bearing on the proposed changes and they shall .become effective.after 
adoption by the .board. kny meeting of -the board scheduled._in accordance 
with rule 2.2 shall constitute a public ~earing ~.or the. l)urpo~e·.·_of amend
ment to the olassification plan. l'fotioe· iof "the ciaase·s o{_poa-1t1ons . 

. ._;'involved -1n'tbe~0 ·proposed: revislon-shal1"be'' posted. ~on the=''bulletin board 
·; __ •• c;,:'-tr, of the department:· at''1least seven..;. days··'beforef·tbe irieetirig~'c,f,--tbe ... '11:>oard at 

. •.c•· which tbe·changesare t·o·be·b'onsldered.,i.:::cr.'.':,'·t t:S -rn:t ,.:s:rtc:a;ITfJJt' 
• : :· 17) ~~• ·":.to:._ -t~< 6::?, .f; ~,;"~~-- .,~;--.~:[£ f}L!:, J-nA: -~:,;..tr~::=.3 r __:. ',' t. '.,j; • t~ °' -r*:t:ltoo.~~ 

Whenever, in the opinion of the director, there is urgent necessity 
for establishing a new class 1n the ·classification plan in order to per
mit the announcemnt and holding of' an >e:x-amination or the :f'1lling of a 
position without delay, he may anticipate.formal action by the board by 

. adding such new:claas tentatively to tbe ;o1assif1cat1on -plan. He may 
1~then proceed 'tc, :mmounce and hold an e:ramination 'for the class or author-

'; 'ize appointment~ . Such action shall be :aubJect to the board's ratification 
.by the necessa17 amendment to the sche_du,l~',~;,9f classes at its ne:rt :meeting. 

-· .. , •· • - . .:;~t~it?frt-r> 
I Allocation. of :l'ositions 

When ~ -:J:~;o~ition :is establish;d)~::t~'.;)';;~ointing autb~rity shall·· 
'· notify the. director. who,;shall alloc.ate/such _;new paeition{.to its appropr1- • 
.. ate class. \·'.f • I:tf({I:.::-:/:: - ': ..• , .•• 1·t}(:. •· ·rr~f/i:.'f,'; ~ •• ':i ~(l!i;?i~(?' •• ' . ·• ·•·· _,·✓• .· 

• Reallocation .of /Positions 
k -·~\:.f)Jfl~:t\~t~t·-/::,~;~ : ·. i.//7/f,,, 1'~\;'·. •' ;. - , . . .-

Whenever because of changes in the ;:orsanizational structure of an 
• '1 . 1• • .. , "' ·.,·.-·1::·.--:-·1~f.:;·-;-,•, ·: --·:··- '. • , 

agency, 1n the uuties of a pos1t1on/•or?f<>r 'som., other reason a position 
'appears to be 'improperly allocated;';tbe/director ehall/·upon· bis own • • 

,: .,, ·•,.;··-',;,}i , -~ ,._,J...,,..,,-,.-~•-,',: ""'t.,:' .. ;1,1,; _.,·-,._:' ,· .' • • ~· 

initiative or,upon:;the request of.an;:.employee,',_superv1sor,o~ appointing, 

·" \,, ,, • , ,,,,i,
1 )\ii,t;(,i&li11r1l/ 



Page 13 .. 

authority,, 1nvestisate the duties "''°f/'(the af.fected. position. Following 
the inveatisation of the duties, of.,the_:affected poa1ti~, ·he may re-
allocate the .position to an appropr1a1;e 4llass., ·.-·. • • 

.·' :./ '. • . . . •0i11;hi\'~~ftq:; · 
Effect of:Reallocation of Pos.itiona.·;r,;,~:,;\~~t'.;':,;;:'.:~-· 
• - .. , .·-•. ½t~~~~~{t~~~~--~·~,~ ~- :: ·:; -i ... J,::-;>::1:~--~f~~~~;f~iJ~r:~:;~>,- f. ;i~ _\ -: 1· :~. -~ -~-<·-~- t ~ .. ;~_;?;;,. / :~ - ! • .. - -- \ . 

. ·The.Jncumb~nt. ~f. a posttt~xi"'wpj~ 1~a.a··-J>.e,en· reall~ci,ted ;shall continue 
,· • ,,-1,,,.,~.L "'l:,-1., _,.-, \ • • • ,1.:_.'.1,_i>r,; , ·•.J., .. ~-+-,t~•o:'!:;..,J~.· ..•• .!~;;;_,;,•,~ , - ··--:-,-1- ... ".j~• .. t. . . • ... • .. , 

~ the posJ~io~.only if he. is. el~g~l>+!,;f~:t~~:,actually, is . .,~ppoint~d to"· 
the poat~t~~;ff}~ tb.e. nef· class· <~~(iac&o~~tJiit~, tht(.~ef: governing :pro
motion, .:transfe;r, and demotion. ;'.<~,,;~Yc,~s.~.}n ~hicbthe.1ncumbent:1s . 
inel1g1blf-to, .. continue 1n. the p6s1tion~.f¥Jl):le ·:1a· n()t· transferred; promoted· • • 
or demote~;:: t~e layoff __ prov1s1on:s~;pf ,{\.hf;,#~'!( ~d the~e: :~lee . a)µlll;,app~. 
'Peraonne1: cbanses required bl' ,.tl:l~;~a11,~ca,t1(??1 of. poeit,1~ shall,;:b«t."com- . 
plet~d within"· a. period of.·· ai.rty,, cia1s:.J~9ll~~s:.the.da1if.t::or:reallocation :' •• .. 
notice to an .appointing authority':;:::":Anf· employee :with· permanent·· or -proba~,· 
tionar.Y.,,a~atuf:!twllose pos1t1on4!3.:.~~+~9c:,~t•d,~eball":b~5:;l)oni\11de~d· eligible 
to ,ccapet! l;~;~Y •• promotional . ~%~:1n!~!~E-~el«l. te> , f11~5~he;,•reallocated. ::~~~t: : .~!~~JAA~~<iK, , ,}~tS;:t •• > • 

• An1'-empl6yee or appoint:tng~uthoritf:'.affected by ~y allocation ior>:.~~~"J 
reallocatfon':\Shall, upon written~quttst}::1,e entitlecl''to·an·e.ppearri-oni,:; 
the ,act:101r:;to. tbe board under .tbe;~ovisions .of rule .12.l-{bt - - _,_ __ 
• • ' ~~f~lt~eff :i ,. ,' .. t \:?::i~i$t~:ec. • • " • • .. ;,·;:·;! ,.,~r;\::'.'.{:i;.::~:; , ?'{·-~rr 
Class .Specif:ioat'ione .• · ,.,.,." ""'f' '."'ff'pt•i•::si"'.,,,:_..~ • • . • :• 
. • ~ . .:,._,_:_~~.!.~~~~~" .... ,,. • .. /:~-·~:--.;~~.£" j·,3~~~;~-~~::~2- -~. · ~-.. ;;-r . .S.:.~;r,:-~-.~-t . 

• ···:.;~!:K~~~~f.~sha11. i>~i~iie·;·~T~~~n~1~s:~p~ofl~~~~pi~~~i~71~,,t~~~~;:~;:· • 
wri tten~-~cttications. for -eacb: ,,olass,..:in: .tbe.~i.clasetf'.1cat'1on,:plan.i,,/.\iEach :,,:o,;,,·_;"rJ;t':.'''?> . 

.,f-.C,t~_ij: ~,..,;:•\,y,;,·.,.::·-'.;G'J,t;,, .,,. i-. • ;-,•.,;.< •'-- ,·, '--"-;-·.,-,1.,,_',,-t<f-;;-" •• ,_-.,..~...,;,._,•<4!\,;llt--'1.,..·.--• • ._,....t ..... •..i,.,t·,-•.".-,..'-,,·,·.•l'~':l",..,t~• ... • - . .;:~ -.,=,,·-- ... ·,., ":-: 

of tbe ~(ll~~~'-!~ ~ ;r1ca~ ions c\Bh~!~4':1rlq;~!A~~!c.:;J?~a,.~.: ~ ! :t,l~li!-~i d~JC,?:JJ>~ion, .-., . . • •, 
of the .du~ies . ..and.:,;reaponsibility ... of ,.,:theJiwork anq.. . .:a:,-•taten:ent.'°of'.;".tbe, quali- .• .. • • ·· .. 
f1cationi.7;a'.~rson '.abouicf 21>oasess:2to lsflriabl~·J:d.m j.o;~epter ;u~oi(t,i,t"~uties. . ' _: ~· ·.·:. 

• '••,< .J,....,...J,.a,-k-•,• • --~--:-- •• • ,• - v,. -• J..,.•• ... ,. ~--•1'\,,•W,';\,,l.~-;.i'.,,:,.'•,.- ,~;;-""'."""'.•-• -f,• ••••••-,••_.,.-;,~ • •• •.~-• 'C .,.,,._•_,;.:.i <".•.4 •••.,tj•"-t•l"",~• • . • 

of a ,pe>si::tion'?:of ,:tbe. clas~ )vi'tb 1"9aaonabl-e: . aspects :Pf?aucct,ss.~:..~ft:{:· •• • • 
-~. ~ .. :.:}:f,~~~)~~~:r~:t<~ -~?t~T -~~-: ... , ~t~~~. . rf,~··.;}~5;\~~~·::r~:'{~'?t"r~~-~1~:/~·{-~~~;-!:·:':~\~~~t.,0\:~~?··:-. · ~ 

':.,::.. Tbe}speoif1ca:t1ons. ofl':tbe ~clas_ses os1tic:ms. ;4n·:\th~4:cl~sa1ticat1cm 
• • •. :' . •- !"'1--</;.·;;,_-.;~,r.,_ __ "1. ·.. - > -"-"' - ·: -!;:"'c=\1.'i:~:. , .. ,. ~~, ~ ~-~ ... ,, • -;~l• •··",• • ~':.,.~· .. ,~, ~f t -tf "f"c ' • ,a<,,:. l,"": • __ ,· .,_ ·:,i• '. ·_,,, • ..,.:-,~ ' 

plan andithe1r::'various • PL~'B'.?are.!Dlereb :ared·i:m;o ~ave~ttbe·:i'o11ow1n 
... '''-:~-, .. .,.-,- ••• ..,~~z;--;>,,,.,,;-·. ·\·1,-.-·· . .: ' '. .,· • - • , •. " •. ··- ••• 0. • • - • 

force,,and .ef.f'ect , .. ",c '· • •• 

eJi~f'.initions :are·.:.:. esc:r;i,ptije ~c[£:iot:~st:ri~t1~: .. :t-. 
,- '"·.intended 'to' ·1na.1cate'1:tbe"'idiias ,~of>poErit'i.ons ::!;hair• 

. ·.:·~"· ·-.. • ·,.;·.·. --~·,k-' .. <- ... ;.· '.'''·;·fSic\t,:·~:.•~¥ ... ,,.,.:t;.••··._;:_-<,.->~f,":"P'rfli!:"'-.'!'•- ,,;~,;,~---J .. , ,,,·-""\'";-:.. •.• .,_ ,;.~.! __ o:;-''.,.:!."t; ,.:--

!located to the ·•ev:c,.r:~1. :iic'lasa.e~;, ,a1:1}determ1ne_d_ ~y·",:tbft . 
]~i,(and. res~~;~1};\1!!l~~,~~~!;. ~:;~~~~d 
eolaring to any~•-.e.xtent,'±:Ol"'ttin¾Any ,wa he?dut1 

,:.-.,:. ~'·: •"'< ,·,., ,~/ .~~~:.>f:> '7'".~•t,-C'!,,~,,:• -~):~~fi.:it~"i:;•[:t·- -5't,j,- -~" , 1 ::_,: _i-," ",,. __ .: ,_ -~·r;« 

• sponsibilities t.of ~any"i~s1t1cnl'(sbal );1'.s)l1lnit 

J_J:;oe:!s~: ,-j_~_l{t_,_:~iJ_,"'_~.~.·-•-~r_:<lf::_~_;~!_,:_~i§tJi~--~-· 
·aer :his superv1s1on .. ,frf{:1.l'he 'hlse :·otX;a·~particular.;,e as 

J:' .. f-..~_\ ·' " • · ',":'~;•,¥,•.t~·,4 ·:,y:,..·.~~-,:,i_'"•-,:::-.,.' • 'i'''l ' '. ' • ·'::r::.•.-:~: • ,· • ,· • ' •, • .- , "''. >•:' :'!.;....\- _,· --·.~\•~. ,,,._f-• • .,r 

r'.illustration'''as ·to duties :shall,:not .,be.;,h~ld}:to ,:e:rclud 
-tbers not, mentioned,d;bat\:are: of ·a1m1la~:~1c.md ~or 'qual!t • 
. "~';;:_< • . . ~ .,,ift1f~)rl•JN\i~13ti'.t~~~ti~t{t~:.·,\i~{~':ftii;,'~~;;5,tr~:{~~~r • .. 

lh determ1n1ng,.tbe\,olass ,..to which an:,._.poa1tion•"•aboul~ .. 
l•. ' ,:-'•• ··'.·'•· ··. -'" ·.· - ·.,":~~·!'"":Si:·::;,r,:I~• --~·· . lt • • , - ,,., ... ,•-.;:_,-,-;_i,, ..,.,.~-i':i.,~;:, •' - _. •• '. ·.~- ~~-

.allocated,. 'the definition,~pf.;~ach\cJaas . .shall,::b~_~;cml!J-dered·:/;,:'.:o/;;: _· 

... a vho1,};7E~f--~1d~~~•-11 ~f cl !!~L~je~•~· •• '7'X't( • 
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duties, specific tasks, reapona:tb111t1ea, qualifioat1on 
requirements and relationship to other classes, as together 
affording a picture of the kind of ~mployment 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, res,.dence within the State of Minnesota for 
two years e:x-cept e.a otherwise provided in the act, suitable. 

• age, honesty, sobriety, and industry, shall be dee:med. to 
be implied ea qualification requirements for entrance to • 
eaoh cle.as, even though they may not be spec 1f1cally men-

. tioned in the specifi-cations. 

d. The statement of qualification requirements in the specifi
·cat1one for any class es interpreted herein, shall consti
tute the paais and source of e.uthority for the tests to be 
included in examinations for the cle.ae and for the evalua
tion of the quelifications of applicants. 

4.8 Use of Claes Titles 

The title of any class shall be the official. title of ~very 
position allocated to the claee for all purposes baving_to do with 
the position, and shall be used on all payrolls·, budget eetima:tee, 
and official reco~de 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 suob 
connection, end any other title d.eeired 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 Civii Service Act, 
Section 12 (1) ) .. ,. ·-

I 
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THE COMPENSATION PIAN 

The se.lary plan adopted pursuant ·to Chapter 598~ taws·1945, together vltb 
the provisions of this'chapter, end with such amendments as eball be ma.de in 
accordance with the Act :iehe.11 constitute_ the-. official· compensation. plan 'for all· 
positions in the classified service.<·<· • • • • 

5.1 layment Within "'Ranges '.• l• 

No person holding a position affected by the plan shall receive a . 
salary _that .. is less ,,than the m1n·1mum nor greater than the maximum except 
as provided'iriJ~u1e:,~5~4 and 5.8 and Chapt~:r 598, _1.aws 1945 .. 

• ,,. ''; ~.1"·_:-.. ·'.·~·-,_~.\"'.·~-· ' • ···•p~----,,-·'·'• ·-:.-·.:: • -·' -~,-- .' 

,,.~. ~-:r :r.r..:. ..,s.;. ~r" J,1 ,_;.._-:,,.;.:~:~.)"'~")- -- .·..:. ,.:._. 

5.2 Adm1Distra:t1on·.~of?the 'l'len 
. _;:...,.;.;"- :·:r~~-:~·.: . ... ,_ 'C'-· .a~ l • • . 

"'" . . 

The follow1ri'g:_prov1eions assume :that -funds are ave.ilaele .and tbe.t 
expenditures have.ebeen···authorized. by the commissione~' of ·,ad.ministre.tion .. 

. . . ~ . 
' •• •l.- / '· ,.<; '"'- '<--·• • _,,, ~.:,.-.:: •, ,.~ ,; 

a. · Beginning i&le.ry;"rt>>t•.:il!;,,.c. -.· ·,-,_; ,::._;,~·:,:;,::;1.~,.~;,_ ,. '...: 

.. ~ _-- .,.~c.;~~f:~~t~it-f~_·ij~~"·· ,' 1 • : t' • :: -· ,.: _._- .'.~- : . i - •• -

• 'l'he,:mfrdmum re.te ofrpay 'for,.'8. ;class· sha11 ·normally be ,paid-upon 
• '•. ,. ,.- appo1Dtment,,'¢o~e ·,class.,~ Roweve~;,;subJect ~o ,approve.li'rifi?the 

director,·;:o~1g:1nal~iemployment:,at·;a_@ealary 'al>ove 'the· minimum ·rate may 
be paid upon ;vritten-~ert1ficat1ori',by, the -appointing authority that-·-~--=-· 

•• such ·act'ion{,is\Justified;,bjiexceptionai qufili'f'ications ·:,of' :the eli- • .• 
g1ble or ~y}lack or" ava1lable.eiigibles-iat tbe·•minimum rate.1~;.~ • ... : 

: :. _ •• ' _:.:_:·:1\~;-~j}Ji~,:~;i~/i?_:: ': .. -t-s)?iJO:-~~~~,f~~~~;~~~~~~\:ff)t)\··'- -\'.-~ .. :~·--~--\;:-_~h,:\: :~'-.- ___ .·\~::~S,t,~ift!~~i~_<i- .'. '_----~~-.. _\ ... _ . ., ___ .: · 
-•-- .. ·t•, : 7r -·-:a' ·-~~~r_temployee· -~;1.~,.~~~~mployea·--~~ -;~ • -_c~laas ·~'in_ ·whicb ;be -.as .. -:":r:r::·'_>( .,~_ -

·previously:.empl9yed~_-,:tpe appo1nt1rig·author1ty·inay._ke in~appointment}·/L_: 
• · ' at • the s~~:~te'iof :cpay ~be :ie~l'Ql'e,C'he.d ,been,. receiving at·::thei~:.. ·• .• .. • •• ,· ..-

'"' · '·-te~~~:!:~e~t~~:;:~:.f,,~;:~;:.; • +:.r~::::·~.-~,-~·~· /';~~ .• })_,:~.;;·,r,, • • 
__ . "~ .. . . . . .. . ..If .. -~ .,P:t.oyie 1onal .,employe~~~'8-ub_~~-quent,~y -~ce i_!;ee .an ,:ap,P,oi;Dtment 
•• ,.i; •-.... ~ '" t ~ -~., ··-"- ;-,t,,:,;J,t.-1.-~:-~-~<1..,.' ,: ..,<. _. ', - •• • •• '-'J/i.,.:J;,t . i·1, .• ,~ - .•· . • '• .:,:lc-i: .. ·.::' ~. 

to a position.-;J.n'the same class a:f'ter.:;regular. certificatiOll~ii'rom an 
··J',,:l!,-_·, . ..-;,_,...:.4-.t. ·,• -,, ;;:-· -- ,.,:,.;~---,~--;;,.-, .. ·~ .· 

eligi~le .list''.?.ri~bout ~terruption :·11f:his'.;tiervice·~o "the '.e~ate/r:,be -. ..• : • 
•• -shall be el~_gible_;,to· .. cont1nue·'1.1L~1•·;~gular.:~appo1iltment' .. a:t~~e._-seme·~-.': .. : . __ , 

./ £:::~!~--,~_•· •• ,,, "· s~re~~f:;~,ta~ • ".· • ~. v:~si~~:~t?~~it;!;:t " ~_fif?,f:;~, •• ,. ~, •• 

. ~• _ _, :...,,,~,, .,;::: • ; :'>.:c'fH:~J\;?,··j::f, ·",';;1"'.•:~:·i . > . , 

s·,·with :; -.. • . shed. range eha.11:~:not'.tbe •. : ;t<, 
automat . de~~'~!n~~~~~g1):.1c t~1r:~~~~i~~d&~4~!1¾t~:~~:-. I 
by the., or.ity.:;t ndatione .shall.be,~baee • ,-'.''"J•~.,,.-,. ·- 1 

:7?f;,ilpon":lsf ,orman·c"; : :d. 'by .s,ri,1ce:t ::o= ; ~,,;c,,,,,, 

, , :- 1~";~/::oth~}: • . :~~!#:: ses,:J1li/~!~J.ai! 
·!fr..-•!'i '1lri- ,;,i,e ':more· , , " dk1Bb' d.e,:1more:fofte 
:(ff':t~g;.:sii'lnon 1~a:i:~: _vancemen \~~.:;g1ve#~o:. 
~t"\ r '.c;f • "~"~11 'he', dlbis'~~ir~tt~§s '."\~r:~eri!ce , e:x. 

:'i;:j,.\➔(}~~~p9,:n,( .. .,,~1~¥-~,,,,., I~i!~~Jt~!~:t. 1
' .a~~.~)~!-}11~~f: 

,,l!t,:r;} i'i_: ~or 1n0 . , • • • yJt'ban·~ce'teve , . . . . . tbscupon dete.. 
;,J..-'·.~ _.·,., ,,. . • • • Cr· i•· !' :·• • ,,, ·· ~ >·'·~ '""'./~.Y:"'•~~ 0'··.,,· 1·,~':~!• ·-: • ., _ . ... :.$,,··'. 

,,,·· ,;i,/l,"tetate ·,. 1rec1.o:r:e,,pec · •• •• • :employee~:Bc:"e • 
( ;?··~: :~. 'f O ' ~ • .. , , • , •. . ••• 

:,:·m~l;y~~~~~~lf!~-;d~c~t!to:;, 
advise ··tbe~~mployee • of' bis dete 

:~ ' ' •~•~~-'"t' --;_"~~~,/; :c,./"'-';•'i-,'¾i'~.;.t-P:lff,";ff',;,¼f,,:~;i!'; IJt.._~ 



c. Salary Decreases 

An appointing authority for just cause may reduce the salary of 
an employee within the salary range prescribed for the ~lase. 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 perllll!Lllent employe~ so affected may request a bearing 
before the board as provided in Rule 12.2. 

d. Total 'Remuneration 

Any· salary paid.- to an employee in the claesif'ied service shall 
represent the tota_l remuneration for the:employee, not. including 
reimbursements for official travel. E:rcept as otherwise provided 1n· 
these rules, no employee shall receive pay from.the state 1n addi
tion to the sal~ authorized under.the schedules provided 1n the 

tP ' • 
pay p~an for _aorv:icee rendered by him either 1n the discharge of bis 
ordinary duties or any additiona.l duties which may be imposed upon 
him ?r 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 salary~ Whenever subsis
tence or maintenance Je allowed in lieu 6f cash, a schedul~ of such 
charges t~gether·wi~h a statement-of the :policy and_rules to be fol
lowed in making the charges-shall be submitted by the appointing 
authority for_ the appl"ovaLof the director and the board. 

Whenever an employee 1'orks for'° period less than the re~larly 
established ·number of hours· a day, days a week;,; or .,reeks a month:, 
the amotmt··paid ·shall be proport.ionate to the time actually employed. 
The payment o:r. a separate salary from two or more state agencies for 
duties performed in- each of•· such agencies is perm1as1ble if the total 
salary received from these agencies is not 1n e:rcess of the ma:rimum 
rate of pay.for the class. 

5 ., · Steps Within Salary ~anges 
.. 

Each salary nmse shallbe divided into five equal steps for salary 
increase purposes. 

- • .. . 
=",;·i. l[ourly, ~11!. and -Weekly Bates 

Monthly rates of pa7 shall be paid e:rcept that on·certification by an 
a~ointil}s, authorit7 ·that ~nt of --monthlY. rates for •certain classes 
v1tbin hie .. Jurisdiction ••iS"DOt ·reaeible. because of .the. temporary or· inter-. 

·- mtttent nat\U"9 of ,the vork, the civil servic~ di~ctor may authorize the : 
payment of daily or hourly Tates for the classes conceme4. -Such daily /Jr 

. hourly rates -shall be computed from the monthly rates established in the . 
• co.mpenaatton plan and in no case shall exceed the·m.rimum- of ·the .est,blished • 

range for the class of· positions involved .except that for, employment _on a 
strictly temporary or-project basis., the director ll!'-1 authorize a rate of. ~-
pay which may etceed the maximum of the nmge provided~ ,by not more than 
5~. In ad Justing monthly rates· to hourly., daily, or weekly rates, the 
number of hours, days, or ween, fu.'the work month is est~blished 1n the· 
schedule provided for in ltule 13.1., shall be divided into the monthly rate 

I ; ., • •. • • .• : • •",?; ' .• ::• ••, , ; ,'. •: ' ., h -:,_ • :) , :·, • 



and sball be determined by tbe • follow.mg formulae: •• 

.Daiiy :Rate 

.~-:~•! :;:-· ;~:::~ : e- :f'},>.··~1Jir:\:·:~. ±'.{.{~/-: ~)-~J. ~-r?::_::."~:,.:qf!;~_ .t:·,· ~ 
MoritnIY ·rate,:.··•.· ~-:,. 'C'~ ·; <.:,;,~ ··::·::x:,: :..: .. • .=., ·--:· .. •• 

•• = 4 1/3 x lfo. of days 1n .the ,work :week 
. . ;., ·. ' ~ . . < . : ,: \ '7\~·.\\~~:-f::,;~.:;• .· 1 ., ' 

Weekly ~te -~};Monthly· rate .~:fli 1/3_- "·.: .. 

,,~}·~~~f:'>· .. ' ~ . ''j'q 

~ .,:" ~• l 

. ,e_~)J)'?)fSC:f \( C/-{ •• J711 i{ .: ;;.c· -~- :i .;:\f..1:.ff.,~~~~t~;:~:.- __ <-.:.,:;:~ .. ·.::.• 5.: : ,~-i .. 4·~.:. :.':-
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• •. ~---- , .. ,i.,;> --~~ ·; --·•:;- . .., ... •• 1~,:'::z-•;-v,).:.~\,;.;•_...,,,,: "'"·· '-':••-,,..,..,;:'·~~-->~-:~, ,, .... , , • ,...,-~:...-t--j·_~~=' -.~.: .";_ 

.''1:'aynients 'for less than :a full payroll ·period to employees paid on a 
montb1.yi '.8alary_,'l>9:s11:1,·.sball be;,::determined 1,y ~ti~lying ·the -~alary _.for; the. 
payroll ·peri.od ;l>y,J;be number .of . calendar :days for which payment 1s to ~e 
made imd. dividing .the, reeult;):iy·,the~ .number: ..,t;>J' _calendar. ,days (1n the,:~i- .. : . 
cular payroll period involved with the follovillg exception: .•• .. _,. . -· 

• .• . i.·. 

•. . . - . . . .. .'- .. ~·· _;;, •i;.. .-:· --· - -· • •• '-.' -~ f • ..,:,t,<')"' • • 

.: Wben·J,tbe: computation bf -a '1ledliction is necessary/because absence from 
·voilk is not <to be charged ·asa1nst ·accumulated vac·ation or sick leave, the 
deductio1:f'11hould· be ·determined by :multiplying the.~ealary '~or 'tbe'<payroll 

•-. ,.,_:;,·, . . . . . • • . , ... • _.-.;;: >-f,,~i;.. ,-.·· l 'I I,_. • . 

period by~the number :of 'York day.a 'the ·employee was 'absent and· dividing the 
· :result~y?tthe number ·of··calendar· daysj.n the ~icular 1)8.yroil period in.;> 
• ~~~ ~•4;;{t~t,~,~.-. !~~ii .. ;J~lili0~?~~:!:•~;;,,:~:::~t;{:~,;;~:⇒~:!1;;t·~.'i;~:·t:::t<:1 { :· s· . 

, The ~ollow1ng number of. 'Calenda:r :days shall constitute t)le semi-monthly··. 
payroll,~,perioda.:'f'or,;:the,montb~~ 1nd1cate'3:.:⇒"~'"ffJS!i~~~<r~f ·: : :>. :·: •• ----

.:::::, f ~1~i~ii~jjj;~;-~f ~~-~~o~:,~,,I 

• .. ; ':,AJJ.$"~~putatians o~,_bourl1,~'.da:1.lY;;~d.t·~~~i~~c,#l.;:,!'.halL b~~• on 'the_'.·· 1 

basis ot ,'1;he ad.3usted monthly . .rates \.establ1ebedi.-.-1n;c:tbe,;compensat1on plan .. t, ,., 

'·5 ~ut.;foificlfit.~:~;;,i~ ' ,co ,,,,,~➔:;; c,:, • • •• •• • • 

. -~,:·,'c,;;r,?.~-~~!re~~o~,~11!~r~ve'-'~~~!~pay~nt!,et~B~~9r~~'.'9rt~,- 0D_"tbe . .;i'J)a_s19. 
. • of: ~~~•:,0Ji.~.c1~3:~e,,,~ub~!,j;~~f~~~~it~Pet;~9,:J!I~.~!' ~J4l_t.?le .'.~,<!g? ,'~.~".' . . . . . 

.··.:penaation:;;tor,jP,y&;;time:':V~1:*t!~~}~~eJ,!lt.~~!'~~~}..C?!1lt~~~9i~rs.,:a~!!D8.t~riir:-!;;1:~/J,;:· 
e4v1aa~le~~vhicbishall be ·.baaed Qn the ~gular ~tes of. pay providea.:,nJtbe :· • • • 

: ,sal~,i1?,,F , ·'~·,·. l:,.·.. • • • • • •• • •·.,. -· .... 

,. ;~r~jf~1t~~fff~~ 
yee ~~is'. :trans 
' ,f, •• ;..,. ➔:- !1"!½7:· ., .• ••. 

oa1t1on·•19bal:· 
,, 

:~'•""·, ·!;,-1:.J:;.' .,, ". . ' 

::rate:,establis 
~ ... ,,. ~, ,.9;.~- .... '. . -~,, '. ': .. , .. "., .. _,.. 

1•.of -,pay •shall'' 
. .'(pol!ition~'ttt.t:J 

. • :,;;1~l~b;:?:li~11.i~" c: as•1~L"'"·\'!f' foa~i!;~:'.1~ 
'7''f f-..-,Jt~;;/•~,tl..;!>~~- :r,'19~~~!$ ~l~:,.!,"~f11.t.!'!1ih;~,~!~~~~ ~r £1,\~be ,, ~lass;, •S,;;, 
• •• i,;., r, .,:r ev J')OSition" to,'be ,deter.minedfr ·., •• , uthority :subj c /~'0':'''f"~';· 

o the approval ··of tbe,:d~c ,c, i:'<,"' 

.. ::,··;;.~i;~~;;;;!tti,~wliiri.t]?;:~!:t~. . . i;;t~[[;i~11~ > 
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Cl. If' his rate of pay in bis previous position falls within the range 
of pay established for'the class of the new position and does not 
correspond 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 1n 
accordance w~th Rule 5.2, 

5.7 Revision of Plan 
' • In making revisions of the compensation plan to provide for additions 

to the classification plan or to correct improper relationships among the 
ranges for various classes, or due to changes 1n living costs, availabili
ty of labor supply, prevailing rates of pay, or the state's financial con
dition, the procedure to be followed shall be that outlined 1n laws of ,Min-

• ·nesota 1945,. Chapter 598, which reads in part as follows: 

ftThe director of the state civil service may propose amenp.ments to 
salary schedules now or hereafter 1ri effect when necessary to correct 
inequities or ineq~lities. Such salary .and wage· scbedw.es when.J'J:p-:
proved _by the civil service board after public bearing ·sball be sub-···'. • 
mitted to the commissioner of administration, who may approve, amend, 
or reject., such schedules. When approved by the commiss-ioner of ad
ministration, they e~ll be used by the commissioner in ponnection 
with all payrolls and accounting records and with all budget estimates .. 
for all departments or agencies of the ·state,'govemment. The:salary 
schedules for each class, grade, and group shal1 be submitted to the 
legislature at the opening of the nert legislative session. Unless 
changed by tho legislature· 'tbe salary and wage schedules so prepared 
by the director of the. civil service end approved by the civil service 
board and the commissioner of administration shall.become the. current 
official compeneation·-ratee applicable.to 'the various clas~es and 
grad.ea· ae enumerated. • • 

Any meeting of the board scheduled 1n accordance with Rule 2.2 shall 
constitute a public hearing for the purpose ··of·;amendment to ·the oompensa

. tion plan. Notice of proposed amendments shall be· posted on the' bulletin 
board of the department at 'least seven days before. the hearing.',: - .. ·;;C' 

Whenever, .in. 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 ·a:ction··", 
by the board and the commissioner of administration:'bY. adding such.-new 
range tentatively to the compen9.ation plan. c-He.~y then ,proceed:to announce· 
and hold an examination for the class or authorize an appointment .. Such • 
action shall be subject to the board 1 s rat1ffoation of the ne.cessary amend
ment at the next meeting and to subsequent ·actlon';by -the commissioner of I 

,,,, administration. '~· ,, •i:c ,.·.~- ,: 

, . 8' • Effect of Revis ions "•. , . \ ,• ,~ ~ 
< ~ ,) .,-, .. 

, As soon as po~sible but._not later than. one,,montb' after· the. effective 



' ,. 
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date, of any amendment to the salary plan, the re.tee to be paid to em
ployees 1n positions of any class for.which a rate is established or 

changed shall be adjusted .as follows: ?,:·,:i:'.::,::-..,:.. ·<:~- :,,:.·:;--,;:,:·::w:;.,;~;, >·. 
' ' ' 

a. The salary of any employee,wbo .is. ~id at less .~ban the. 
minimum of the range :prescribed' f ~r'liie • elaae" 'to wh1ch his 

'.:c:_; ·:, •. •·pos1.t1on:bas ,:been::allocated.: shall be'!;d.noreaeed;~to,:tbe 
n -.:~1"•' ~<)_. ·t~1.mum,rate establisbed1 .for the: .. class~~~7:.~~>;::ri~: "':~--.: ;e~.,tLn 

.~ _r ':: ~"":'. :~~ e"~~ r::: f_:{· .~ I dJ~~-1. !:· fj~ ~ ·; .~Jf·;~:)~~;.!~~~;f ;~~···1:1:£i~.t:- t: ··:<°i'f;}:- ~f 19(!.'±~~ tlitt · i ·r; i.~~'rf1:!.~~~-~· ~ .->:·.-:t 
••• , , ___ ,-,~z.. b. Tbe,salary. ,1:,f:any remp1oyee·vha:1s ~idbe.tween:tbe>minimum 

.~ ~- :·' ' • ', :and.:.111aX1mum ;of..;c-'tbe :,:range, '1)?'8Bcr1bed for .the~ .'.Claes. ;,:to ~hi~ 
.... •-·~-;~:_·bis ~sition,baarbeen ·.allooated.,,ehall . .not .J>e~anged_"Q1,H,J 

• ,_:- ; ~,:.2: :reason" ,of -tae • new) !Scale e.xcept· ctbat:c'.11' ibis .~lar.y,;4ioes/nc,t . 
• f'"°ll .:On a atep ... vitbinf.;tbe,,;new_j.:range ,it_ .. w111~,~be -adJ_ueted~fto .. \ 

. . the next higher step.'·':-;:·~: • · - • • :-:_ ·. . . : .. : ~ · • , : • , ·,-,_,,,~,,.._. •• ,.,: 
.. ~,. ~~·-~..:,"~~-- i\e-1-;.rz i~~~c.:"..:ft<'li:f.f:i"'~ ~.;'$:-o,ro~tr 1 '1:C lf"'•~f .. 1~m~~;~~.fSil.tl ; .. ~-ff .. -·- ' 

~ -•;a>l- --~ .• _ _,,~ ,.:· . -·- '';-A4.. "r,:·.-~~:.:'>~;~:,:~~.;--/:'~~/(;;:·;•_:~-~-~-> _--~-.:.~•-:_,.,.. _ ·-,·. ~ . t-. ~ ~ _ ·, • -~- _:·~\-··· • .. -

••• -. c. 'The ·salary". of ·any'permanent employee ·which ''-ie 1n· e:rcesa :.Of'" 
·.' .... '~ ''·''.-the muimum "ot··tbe',~:~rescribed for :tlfe'~class '.to -wnidl . 

• • ,,.;l: c;1111{'1)0Bition ha111been}allocated: ,sbaii·not Zbe'lebanged- "byfi1j::7: 
_rea~on of the· new 'scaie., but •such employee shall' not:-"t>e~"-el.1- • 
g1ble to receive ·any :aalaryi:-fncreases: ,· "The _-.aalary of any 

• other than a permarient::temployee1£vbose !IB&la~y:::;i·s ·-;1n e:rceae • 

. : ., .._.;· -~-• ~.01:.~h~~:c~~ t~f ;tll_f:!.~~~- J?~~-~r;be~ :~~ ,~h .. e }~la~s. to 
• • . _ which '"bts position 'baa fbeen allocated ~bal_l'be reduced .to a _ 

; ~·~ 
'~· 

-urtJ :,-·.,;1'¥. ~;J:. 
• ~.--:-(• ;: ,/.:~~.'.:,\:1 :" 
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RULE 6 

EXAMINATIONS . 

6.l Announcement of Examinations 

a .• Content of Announcements ·.:~ • 
i)::; }~.::::•. ;,..,~: .,,}~;. "· .. :··· < •;~,,_,:_ .. ;;-.1,•_';,,.,:: i:,:~: •·: ,., 

Announcements. shall spec1fy·tbe title and ·salary range of the 
class for .vbicb. the examination ie.:announced; the nature. of .the work 
to be perfor.med; the experience and training desirable as· preparation • 
for -perf'ormance,;of. the work of, the<c1ase; the time, place, and manner 
of making ·applieation; the necessaey'.,spec:ial~·:qualifications estab
lished 'for admission to· the examination;.'. the necessity ·for furnishing 

- a bond when·-~sucb't~s ·required in .a· posi.t:ionr· and other pertinent infor
mation consistent •ivith the: :a.ct and:;tbeae rules.. .. i :··: 

The announcements of promotional ~;~~ti~a' ,,~hall 0specify, ·in • 
addition to the -9:bove ,inf_c,rmation,. the, organization unit or units for 
vhicb the0 ~~~~!lti~n is _given_ .and,the lower.,class .or classes the em-· 
ployees of ,_whi_ch. shall be, considered .eligible to ,compete in such enmi-

• ' . ~, "' • --: • - • • ·•· -·r,· • ~ " ·, •· i ·-' -

,<. 1- nation_.-:~ _- r,~rLz ~'}~r;}-:-Lr:;::_ •• • . · ... ~-s.ft:.• .:~:.:~-{ i_ ~· -.../·-.~~--~.i \~·-·>.: :·: ..... · ;_ .. _:. -~·j;~~-~.-- ·:··.: • 

·'"""'~,;,,-_._ ·--:· ~·-~ ..... ·.t:&~_•.littt'.r~ ,l·:;:~)-~!:\~:··".!;j:~L~- 7"'~ ;.'."/~ 'f~~i/1- ~:-:,~- .f"": T::;} ~r1.~:::=:-
b .. : Distribution of -Announcements,,,.: ..... : , ,,,.,,: ;- -,,..,r1, :· 

. • ·•- • -,:. . ,.,.._ .... , .. ,... ..J>,u..,--, 

- ... ·_ ~~cf.:-;~-' .... :·_,·•~- ~ :· :; ... _ .· ----~·-·:~·:.- ':-:·:: :ii:-~~ "::::~ --;· •:'~· -~. -:1~;t·.1-:-~·t·~~-"' !"'< -~ <r.0 ·~. • • 

l'ublic ,n,o1A_C?e_, of e:ram:lnations:'. sh.all .be ~given. ,a,t ,:Least two veeks •. 
in advance of the .. ;taet dat~ ,.for .. ).'.iling of appli,catioris b,: means of • 

• official publiisbed'notice and amiounoement·e posted 1'on the official; ... 
... bulletin boards of the Ci'vil Service Department. • .Announcemanta of' all . 

t.' 

;'.:; examinations aba11 be given such other publicity as the director deems ; • • • ,;.-
• warranted 1n the interest of attracting adequate numbers ·of quaiified .-· 

appl 1carits. •• 'In • the case of promotional e:raminat ions, announcements • 
shall be supplied to each appointing authority under whom there are , 
employees eligible. to compete therein, and it shall be the duty of such. • 

, , appointing authority to call such notiges to the attention of all em-· 

ployeea of1bia ~t~t~li::111~iit.;. \ • .·.·. .. ..· a'./( •• 

El~gi:~li~c:i: ::lt1~ £;,> • <<• ;;,iir.~,·-••.:,._•_: .. '.•·•j:_:_·_•_·.-.:~·-·.·.•·t·;_,_:.--.-_. ·._· _ 
' fff :, ,.)f~r,~'.if/.·, • '. '.;:~[t;};~;z}li~Jt,;~:-· • . <i\~::it)f:j~;"•, .. : . . ,·. '_ ·.~· '· :-- ~- C -: ,.: •• 

Oompetit'ive :~.raminations:;:shalFb_e ;open to all applicants who ,are.: \·l:;.:':<' :'.~.,:,,,1,t=;>: 

(,citizens ~fi~~~}t~ite~. states,{~~()~,~-a!.e:~een, ·residents_of Mmnesota'/(01f:,1:::;}_c.:y,:{~~;1;;?_:_{,f? 
.-·.two years ''~diately preceding/the ~~ate ,of e::ram1nat1on, • -and vho maet ,;~'.c':-~::,,:;,; •/r\/· 
- with reasonabi~~';standarda or. requirements :fixed· by :the director v1t11i: ,s,·• 

resard to ,expefience; charact;r;i~aset!'edu~ation, :r;,bysical cond1tio~; ·: _ . . . ,···' 
and, such ,,other.;,i'actors as may·,be::held':°to· relate to '.the ability of the:':'?\~t~/(:\;·:{:;~{.);:-.i;_\i,:·. 
oandidates}ito.}iierrorm with reasonable,;-,efi'iciency the·':dutiee or the}t~I,}Jtt:)tS'.~ .. t:\ .. ·(~ :;.: 
position.iff(Persons under such physi·c~i.'Jlisability as not to make· tbem:;f/:::i'•:?'.·'./:· ;::/: 

½-·' y;:::•?,,.·;: •. :- .,~ .. -_•·.•_:,,-. - ·, -- ~-.-~---.~--:~·-·,._.-r:_, .. 
ineligible,;;.b3ireason thereof ;·_:shall::be~xamined.,in such manner -as .vi t,:"r,~:{:•. 
fairly test':" '"eir: ability-to~perfc,rm';.tbei,;dutiea 'or. the: position,· not -~, 

• withstand ' Uoh.;:~~!tr~ .disab1nt;~·"" Sf ;0}~}t}iJ;.;~;:f 
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. No application shall be .rejected-because the applicant _lacks edu
cational qualifications, except.vbere such educational' qualifications 
are reflected 1n necessary regis.trations such as to practice law, 
medicine or .engineering, or wbe~.,.suoh educational requirements are set 
as standards _by federal agencies_,~ldng grants-in-aid or otherwise con
tributing. to state programs. ~/i-;lif\·,.--

' In ·the .,,case of classes of ,:i)Ositione requiring professional, techni
cal or unusual qua11fications,.:e,ligib,il1ty for competitive examinations 
me.y be extended by the director;.("witb approval of ·the board, to non
residents who are citizens of the ··united States and otbenrise qualified. 

• °""' ~-;~~•-'_-... ,r- :c..... --- ,_ . • • -- . - ' 
' ' ~ ' 

b. -~~otio~l l!!x8.lllinat1~~j'~~:ii~~ • . • 
,._ :',;:~}'>:~ 

Promotional exemin!l.tions ·shall ':be· open to all ·permanent or pro
bationary employees who meet the 'Tequirements described :in _the fore going 
rule, and vbo are serving 1n an--appropriate class as determined ·by the 
director;' :'ill the orsenization unit•:"for which the ·examination is being 

held. ~:~. • : : ' _ _ • • • ~;:~1:t:t .... " _ . . • ~- ~ ... _ . 
A _J>ermanent. or probationa:ey·employee whose position··bas been N

allocated .shallJbe .cSlig1ble:to\fcomp9te·w any promotionai_,;_examination 
held to -fill .the reallocated :p3s,lticm·~/. In the event 8. promotional ·11.st 
exists .. at.:the~'.time _such realle>ca~ion.:is made, the employee so· affected--

. -· •• .· - . - . r : . ,·.-j\...:<(:~· • .. !·-'.:"-~·-·' • ._, •• • ,·-. - •• ,· 

shall be eligible to take the~81118 examination or equi:valent thereof • 
which YaS given t0'18Btablish.:the.:•iisting promotional "11st JU"OVided that • 

. ,. ,:···. • ' -_ •. ,.:.:" . .'•:~.:-~•ir;,;«_,:i;:::, •. ;. __ ., .. ··- .- •• _.....:'!>••··~:_,r,.· ·,-;..!'· • .. - ._.· 

his name • ilf'not • alreaay -on cthe.i:promotio:ila'l -11st. and :tnat· 'be • dia ·:·not a?fail ""·::.:: ""'"·'·'0"""''-"'7 ' 

the examinat1.on g1ven·7to·"estab1~1bl~he existing :il.1st;) ~7tbe ,,.employee·:·· 
attains a f 1nal rating above ~paealng,°t:his mame 0shall -0be :~placed ,upon -the • 
original ;promottonal •• ·liet 1n tb•l~ame,;;mianner as .1:f .he ·:had taken -the~ ·: • 
original promotional examinatiOll-E~flSee 1 rule 3.3 ·e ,.forJeligibility. for 
promotion from labor service.J.;;l;}I,:/' • _· 

-·· _::):~~-
Appli~a~t.?~:~~,;~~~~~~:?:\;;; •· -· ::'•~•~<-."; '!'~~..,~~;-~d'~ _.··._._ - ·::; .. ~--

.a.·, :Th~·'tl'orm~of Applies __ . _ • .,,_ --~ ·•·· • 1;~'.,:-,<1~ • .. ci""~,:~·t • ''.: ';::;~?:f 
e • -·~6-. ~.~f~~~~t-~~~~-:~ _.-:~;~- --;,ft~•;_-r-~~-,<·-:: . ;}ii;~· •. - :~--~~~·~_,~--" -• _ ._.. -~~~:p-~,:~~~~~';:.,~'W;;~~t~*f~;~\tltii/i~i~j~~-

. . Applications 'Shall be Jm1.~e.;.:...QD1, 9rm~)p~ecri'!)ed_,J.,y.,.Jhe.~_director~:·ifi;:;\ ;. <. • ,;\,?:?,' 
.--- •• , _....,_,_ • -~~ '' ., •·-~·-,-~~~,--~--:.,.:-~-=if~~.;~,...c.-.,_".: -::';'il"K.- - • _.,,, •:~-~l .. _,_..:~~··:lit --, .. :\ '.•. ~--·,1 ::~,~,.•,:~•""-

Such 1'orms ,.'19hall·:require inf o~!:t~~~~ring .e~r.f,ng~,]~!8.-~,ing, ?~d:,!ii .. 
other.~rtinent,information. as,f _ e;;requested--'on the-.xamination an
·nouncement~·J}~e applioation,:fo-c·. he:iiJicontajn,,.an·')~ih,iPr:~·:ar.r1rma.~1 ·':' 
to the .effect·,that the applicant'. j~ii{ooestly ,an'&]~~tiiiffi.1?.i:>rot'eci 
and preaj#!ftbe °P-roperty and ~,¥§~~if!f~~-!1~i;~,:;.,_·. ~~~~tfand~ii 
abide.~l>.?J'it:~E1o}<l,,~d ,;~ef~n~ :tb f.9.~ffii1f:.,~;!~J~~~;te_s .. r!Of; . 
.America.and.,of;,1•.the State of ,,exce ; B ,._ rovided 1n. ee.14 ·, ,,. 
· ,,,.;;__,..,,.;-,.,.,,,---,,;i-.\ .. .\.~- ,t';.•~·;: : -··~• -~<'t"';';,,1,/li'n- ;;"""".1•,:-,;'f:•· ,··.:.-.,,-<-.,f:?Jr ~-•--<;,:,~!sf!.;:~ 

consti~11:i+?~,d'!'111/;D~t; take .. ~- • • 0;- c~~~-.1?~1lt} 

, ::~::~;lit::4, ~:~~ . . .. ·:?~ltr 
Persone,,rho. submit ap:plicatwns,,on.-or .befor.et~the,last,,date for .r:'/10:' 

:: , filing and'.:vbose applications <~j"~~1.y .. shwj;bat ::the., app11cants meet;.ibe . _ 
• • "•'' •• • •• • •-: .. :3' ... )I•. ,- ' ~ ", • •• ""., ... , •.~ ~,,v_ • -· •• •«-C •• ,• '• • ,~•:"" ~• • .~ r.-- E,; 

requ1rements;;1'or admission to ·'.the,.Jl"'?f~~tion• a.S,~l)8c1f',;e~1r~ ·the:,~;~~i:='{'::· .. 
official .,announcement shall be ,admitted· to compete ·'iri .::the examination _/ •· ", 

• • . , • }t~Jt:·~::t~. 
0
~X:Ij/_::_::ft~.V.~ -. ~_ ,i, • ~ - -c•.:;..~_.~~-~ ~t;:}P~~}t~~·~_-'.' 

~rcK, /.~,;,A:1':': 
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for which they are applying. Each applicant whose application has been 
accepted for any examination shall be notified by mail of ~be date, time 
and place of the examination and such notice shall be bis authorization 
to take the examination. No person shall be permitted to take any exami
nation without such an authorization or' other eatiefactor,y evidence of 
acceptance of hie application by the director. 

6.4 Disqual;fication of Applicant 
' • 

"The director may refuse to examine an applicant, or after examina-
tion may refuse to certify an eligible, who ie found to lack-any of the 
preliminary requirements established for the e~amine.tion for the position 
or employment for which be applies; or who is physically eo disabled as 
to be rendered unfit for the proper performance of the duties of the 
position to which be seeks appointment; or:vho is addicted to habit-forming 
drugs or is an habitual user of intoxicating liquors to excess; or who baa 
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 bas made a false statement 
of any material fact; or who directly or indirectly shall give, render or 
pay, or promise to give, render or pay, any money, service, or other 
valuable thing to-any person for, or on account of, or in connection with, 
hie teat, appointment, or proposed appointment; or.who practiced, or 
attempted tQ practice, any deception or fraud in hie application, in hie_ 
certificate, in.hie examination, or in securing bis eligibility or appoint
ment; or wbo refuses to furnish testimony as required in section 7." 
(Civil Service Act, Section 14 (1) ) • • • -- • 

: ;•- .--:· .. : _-; - . -- ; 

Whenever the· director so refuses to examine an a.pplica.nt, be shall, 
upon request of the ~reon so rejected, .fumisb him a statement of the 
reasons for such refusal to examine. •To' the case of any such refusal an 
appeal may be taken ·to the board in aocordM~e Yitb ruie 12.1 (c). 

6.5 Postponement or Cancellation of Examination 

1n tbe event a sufficient number of qualified candidates has not 
made application ~or an examination, eitber open competitive or promo
tional, tbe·•director may• postpone the last filing date and· the date of 
examination, or cancel the examination; and· shall, 1n such cases., make 
suitable notice thereof. __ ,;;'.';:._ • · • • • 

6.6 Character of Examinations 

a. Competitive Examinations 
- .- ~~-i~~r.~:.;---i~~-.c ,_ _ . _ .... __ -__ _ ~ _ 

All competitive examinations fol'.' ··positions in the classified service 
shall relate to those matters which- v111 fairly teat the capacity and fit
ness of tbe persons examined t~ d1scbarse efficiently th.~ duties of the/ • 
off ice or employment sought by them. • Any means or measures may be used 
which are reasonably well calculated .to tee~ the fitness of candidates to 
become employees in positions of the cla.ss for which the examination is 
held. Such means or measures may include any required statement or any 
investigation_ of education, experience,_ or record of accomplishment; any 
test of knowledge, skill, capacity, intelligence, 9r aptitude; and any 
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inquiry· µit~ tbe moral charact~;',:o~ any other quality o~;attr1bute 
.. which., iri' _the, judgmen·t. of the, director, seems desirable •• lio test or 
• questi~ ·1n: ~y a:pplicat'ion of ,examination shall be. conetructecf to 

•. : ~all' for .or_ leEtd ·to disclosure ·of. any information, concer;n1ng_ any 
''·.,political·,.· reiigioue~. f~terna1,·::o~ racial affiliations;; ·preferences, .. 

or opinions. 'Any disclosure' thereof 'shall be 'discountenmiced, end . 
any such 1nf'ormati911 which ~y __ never:tbeless be rev~ale_d, shall be 
disregarded. · ., ... ,. ---,·,··'-'- · "-L • -· .,,_ • .' 

.... ~.,. ·; . .':~lrt:: c.:_~,r ·-··~ .. l ~.,:~_.·.;~~~:--· ~~·':;::,.:_(\.~... .. ... l.'"·,.::"·.~ t~~i:!, 
.. ,-,-· . ,:· •''. , The. :tests .in.any examination :£or promotion .sball.:J>~td .like 

·~; ;,3:cpif and_chare.ct.e_r· to._the correspm.id1ng tests_ in ~y-,cex&J¢.nation for 
. , :·; :original.;;appointmerr~. to positions:,_ of. the same•· class, ·and;thi;_ -same 

: ''' '-~- • standards·.· sbali; -be a :ppl1ed ' ~-0 ,. t~e. rating thereof,. ' j'ln ~add1~1on 'to 
·• .. other, i'ac'tors.,; promotione.i" exami.ne.t1one sbe.11:,take_; i!i\<>i~.onsidere.t1on 

.. .', .. t~e)i.:ue,lity ~A l!ffi~~ !"Jf, serv,i.Qe;:~~~ ' ' '..p:~:';}~?~£~:~.',.i/ . 
• ·, <:; .• 1: ~-?f1bS ':'::· 

b. Non-competiti'ye Examinations 
' ' 

. . -· , .. . .- .. ::~~ /t~~:: ~ ~.L r·-.:;~:~(,.?i~~:t.::~~~f ·? ~: V -.::, · 
E:rPlln1ne.t1ons required under tbe_prov1s1one.of Ru:l.1?_8.8 (a) and 

:.<,Jtule~-a: 1o·;sball ''be ·.noo·~competitive.,.:tii•'nature· end·-- ehali:·be11-;,_dm1n1stered : • 
.,..._ • • --~ ,,.. ..... ~ ~--· •.- M •• _ , ,r, .• ,.~ __ ,. t.,t, .,._ -~-1' ·-;-·.,. . .,.-· .• --·, • , .. "' t .·•F..:,,,,,..r'°_-·,#:.· '!,~!.1, • . _ 

1 ,under --sucbw,eona1tione as1-•are prescr.ibed by the d !rector·; .... -- ·--. • • 

< .- •• ::-.~~:~-- 1- :::~2::. ~~:r~~~~:::ei_j.,L~~.::: 

bi!i.nts;: :pract1cabllity•,iof':aamin1etrat'1on'·'and ·the --neede_~'of;the·-servioe~·- \;-: :••. :. 
?'cfi'.The';tee~atahaiil'beI:~o~ducted~:ift~it,:!,1,y~tbe direct~r"~o~~~i-eens ' .i{Alt:,· :. I 

-aeaignated:'..1,y~im:'n;,No:'-persont.fwlioae1eppl1cat1on has '·i,een<accepted • ·., ''\: • 1 

• for -any' exemmation shall be· entitled to take such 'exand.:oat'ion at any_:::::: :· • 
date,· ·tiJDe'.o.t,;,Place other •• than 'tbo~e;re~ated 1n ·tbe ·:.annti_~c~~tr,_;~;;Btititi1~a.:.: 
except ,as_;the:<director, ,for:;proper iQauee,. may autho~ize:; . l :,;>~c\.,:.- ·.' • 
:reasorial:iie~"cautions :~hiir~eY£:ken ~to keep·:segre~:t~ en-t;if3 ~:o 

f,~J~i~;~t: • ;;$}'%ft,!. • :,.!)~~~-~~;f~,i::~~~' - ii1v-, • .:,I: 

6.8 8#). ::t:/il~~~it 
• ' . " ... •• -·:-.:::t-· • :··. 

-· §3c ·es·'1mcl'$r6ce 
'Clise'd-:m~l!in lt)i'ee.ieiu:ti -one ~d-·7d'iterm-· 

·~:;~ ~ :·-·::, .. • :·re1:!t, 't ~)~:r{t~e,}j: . . ~~1'f:~:iam'·t»a~1"'f~~'" . , .. 
:,;_,,,::(; t•lllUJll.': v .... •l"!,-:.o, •• • 1cbielig1 e achievea·,sba • • rl>y_;· 

:;•,;;:;~~m~/;~2cJ.'1if6;~~ ~~~~~j;exain .•, ',ma;.:slHt~St,~); -.~-- or 
,:?ti_:;~,,,i-;,r:ofjtbe ,; . .. .. , on::,inclucl al; ;'!'8qu1rement .· nee 

._~ .. :,.,__.;.:'\~,.1-~-'t-:~··· ·•, ... C,'~;.··~.";·-~-.~i-.I•~'~a~,--••·i"-",...,1.'.•7·•• ... .;. • · • >'~. •• • · • -,~;-.~,_,.,..,rrt~~:!:;..,".·'_- ••. • 

':: •;.'. . "~!$,~~n.~;:::~~:~~~~:if~g •~t':~e. ,-,.~_:th~ 1:competit~;l,ar:ippl~c 
·;,,: .. _.·:·:i11J;:,,;oi;jothe~:,re,:~4,ed'~f'o . l ·earned.';ra ~c 
'-.' J· , .. -.:,,\_,,: ,...,I ·.1' ~.,•·';-~,, .. ::•,·:·.r ·, ft'•-., .. • .. " .•.• '::~ · ,,. • -~ .•. :, 

,, - ·: ,;;~t1to?t,$sh~ .. ~e:term . . 1ngcth~:"earned: . a 
'.' !··*: .. ' ..,__~-~·· \,i:·•·. ("'. ·-.,;·.·--:h·'.,• ·, .,.:,-,.:,_-.,, •.. ··.-,,~-.--1··,,..:'.'(,::,'-. ~·:·_:, ,.,.. '!-.·- ·, ,._ 

• /;:part;iiat', Oliidn!;c~Cor.d~. ~vlthr.:tbe/,re 
. ,· : . · • • . ·.;.; 't t:h~.-·: 6;'~';• .. 1,ff-.,11·.,1':'.~-: ; ••• ..,-.: ,---"'1_ ... : ·,., ..•• ,. ,. 

• ·-~ ::4°or?e~-. __ 0J1the,.~t,~e~~~~)~:ram1Dati. 
ti ·i1 •1 .·, . tam~•~-Q~a • • • ' · 1n 1mmn !-%"flt ; , 

, ·-1~~._1_:....,.>F:•.,.·.•}'--.....-.-l .. ~ ' : ~·· ... •• ~ • 

• ~e er"~ v ·- ,inal-t"J>& • •• · · .,., ~-.-.-·· .. : ,-, .,_ ina :/ 
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b. The director may announce, in advance of the establishment 
of an eligible list, the ma::r:1.mum 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 
re:ma.inder of the e:xe.m1nat1on shall l>e the set number of. candidates 
scoring highest in the examination or part thereof. _ ... , . _ " 

. • ' - ... ~ .1. . '.·· . • • ' . 

. . . . - ' . f. .• • ~ . . ; 

c. Rating of· Competitors for Lower· Clase··· 

The results of examinations of competitors who fail t9 qualify 
as eligibles for the class for which the ·examinations were· taken, may, 
with the approval of the director, be rated with reference to their 

• eligibility for a lower ·e1ase for which an examination' i's' in~ process, 
1n case tbe·competitors he.ve'eignified their willingness ·to·aocept 
appointments to positions or· such lower class. If found eligible,· 
their names may then be entered on the eligible list for such· lower 
class. 

6.9 Veterans Preference 
,..,·,..:.., :- ~~ ..... '· - .... .-·· !, ~-- ~.-~ 

,,_,--,;: ~ . , In all-exe.min~tion~: veter~s:;-and w~dowe of ve:tenns.: shall,be 
given a credit of five points in addition .to the re.ting earned on 
the e:ramination. Names of such veterans shall be placed on the eli
gible list in the order of their final rat~g including thee p~ference 
credit. "Disabled veterans end wives of disabled· veterans who are 

, .. unable to qualify .because :of such .disability .. shall. be.-.gi:,eil e. credit 
.--·-·.·· of ten points.in addition to the re.ting earned:on 3~be::~x~t1on. 

~..,, ... 'If the. fine.f ratiJ?.S including the ~refe:rence:;c~d1·t:.1s .abovEf;th~ 
• - • • minimum score .required ~~or. plaoement-.on,#the.·0elig1ble:l1st., .. ,the name 

of such disabled veter&ll shall be i,lacecLat-·.the .head :6f:.:th;;c.1ist.' - ·-· - ·~.,·-:.: ....... , .. - . ~ ., .. ~; .· .,. - : ,.· .. •. -~' . · ... \_.-., -~, •. -~~~·-
\;"-~:;.:'-_ -.-:.:_-·M·:~ :.i.~~;";-~~ :r-2: .. ~~'_.r;.< •:_-. ~ :r:1· . _.:~·· :·:.-f_! t.:~ ... "::: .'·· .·.:<-..:_..1. 7 ___ .;._ =- .·"tr~_,~·~;~_ 

6:io Order .. of'..Bames,:.on Eligible . .Lists.~ t:,;~;;./ '\'.',,;; • c•.· s.::.t:r 1 !2•::'\b 

. _ ~~-.,7:·.~,...~-;~1..f•~· .. rtf~- •• tt~~r .. ·::~.=-_._t:-.r-1 ·••'.'rS~r;:-_•,.;"=•:; "'_."/..:.r:~ ,:~·i· ~ ·:--::c·\·:. > ~ :~'~ r~.;.➔ ~.,~~·~· ·~ .. (t: 

}~ame},,_;of ::'~~Jf31l>lee • s'.ga!l .J>~ ~!a<?.!~.ct<?D ':,elig;1>1~.-::liS~f!!.t'J'ip,"the 
• order of their -final earned rating plus preference credJh:r,.\ In :the 
case of a t1e between a veteren:and a non-veteran tbe name of the 
veteran shall be placed ahead of that .of-:the. non-ve:ttere~h• .. I,n -,the ;-.• •:: 
case of other ties in final ratinga;}nemes ebail be placed on the 

.,... .list .in .. tbe .:.order of~ .. rating,.earned dn-,the .,part ,.of.,the.~exam1nat1on 
~ , • ,, • ..,, •• _- ..... , ,_ ;'.,,.. .;; ~1 ·~ .. ~p.L• .,,I. '-ti~V-. ,_,.,,- • ..... ...... .,·_1~ I - .· 

g1 ven t.he . SN.'.a.~~~t ~~1sh1;i ! ) ,~lv~!Il!Jlg1;t,1E?.s e~h,al+· ib~:"ib:r~~ ::QY 

;:;;an,81:~'DL::-:~ti:r~~i~r!'~!,,;R;f*~~~J::r;;'. .. •• 
.~•.Ifotif.ication of,,Results.'."'.,t. ,~-~~.;.~'\.;'J."'-'. _ 1,o.'i{~vH"J. •. l'Jir"..:i.'.! ... ~ ..... ,.,,,-:, .. -41-~,. t 

, •• , ., .. ,,_,., ,.. ·- . -· ,3,,~ -;,:~ ; ~.trJJ~f:e-', 1::'trJ:i3'1: ¥~rj:tt j ~1~1Jp~.·.iM:fiiatii~l: ;~?b· ~i:ititi,:rc~>:.~_.:f, >:J 

. All ·:person,s ,:competing -:-1,n rany.":exe.minati'Cm !·shall •~'be given written 
• ::--notice 'iof ~thejr .rating orn:the:_1,c,xamination~-r:0~1The ;exam1nat1orit'pepers 

and recorda•iofi•;ratinga:~r,tcompetitors fahall."be '·held tas c'toffic·1a1•;;' 
: ,,:records .or ,the .'.department;,, ,;Any:ttests ueed:c1Ii·1~determin1iig1.the',com

pet 1 tor,' s. ;;!"ine.l:,~rating.,·shall." be ·.open ~to tithe }1nspect1on\;ot'::the ''Com
petitor.JOr chis. ,autborized:\'representative; ;in' :regular.Lbusiness '.Jlours 

::.-.during tbe •i1:re·;;9f~:the .el1g1ble'U1.at, .e:x:ce.pt:•~he ·t1me 1;be.tveen ~the , 
. ; t • ' }\c:;_J aLfl,!!!-i ~'1Ji~ • '.~l'l"K 
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'· ... ~.'.~::;_;-,;·~~--'<_,,_: ,·· . -~T-:';-'1"' ·,_,.., • 't?·'V·-r; .. _.,.;"'\:y "r·~:1- • -
announcement and· boldmg~br:-an:·•exainination for .. the same· or s_1milar 
class, :and. ~can,- ·necessary explanations of the methods by which ·the 

·•-:<>~~-·~-~'$:: ratinge_:~,ii.t~etennined .eball1t~e,ueupplied,-:. ~.ports ot-rcharacter and 
other.tin-ves.tdga.t-jans.:,.a-et~) ,~:;\iepartment, •ilowever ,t:~sbaiL.be.- kept 

-•b • .... ~ ~onf1d~!1~_taJ..:{~-: •. ;:• ;,, --~:~::.,i''Y~t12t:c;: •• \t·\~:>;. -r- " F ,.'.;..: ... '" ~ ·;;;t~'.'";:;\•'i: ,. • ,_ 
·~ 1:- •. , ~:"': ~ ~-..; .,-.£"3u.~•-::~it',~~:+.:?~.,. -~V::•.:·_:.~J--:- .~~~ f~.J.-~d i.-~~~+.1 .. ~:~l,.~,~aJ.-!:i./-,;'~~- ·--

~~<':6':'12) 1'.'ppe~l~~~~i:ti'tiil~~< .,.,~:: • .. , ., : , r.i~~ no!~lSfj.Hqdf! '.~it·:~. , _ ..... 
i "',:"' r -.:,,~r'J'/1~ • 7:j,-sy~~;;~a!' !t:f~ •tai:..,..,..,.;. .. , ")I'~~- t:I r~·};1t,.. · .. ,~ - · 

... ,# --- ..... ~ ¥ :.~ :· •• • ·.:-~--' " --,/: -"i},.;:':;;;-::-.:'"•-;-,,;,- -··', .::. '-~ ·. · .... ·'.·" -7•.-'· ' .. · 1 ., ,..r_:tt;,~·, ', ' • ::"' ':~ •►.:\- • .·' -~.- _.-~ - • __ ..... ,,,.' ~~ ~!•·- .· -.. 1t1:'. ~--·_ •. 

• ···,An1~r,eompetitor .. ma1 -appea'J.rt,'to!i'l!tbe,;,director~or;:recons1derat1on 
of· bis ~ting in~y examination.·as 'J)rovided,.1n rule 12.1·-,(a) .. ~·,, 

6.13 • ~~~~~~!~~~~~~~~1~;;,;;: ,;;;~~i~::~=~¼f_:r 
;,.-J 1: -j i'!-l! h.."\&~·3:a.;3;(fbe~.verf a:·,¢om~~1Je:m!llinationra"d_t.;~vc1aes · shall'., .bave . 

tn.": j.rn,r..been7given'tidur.1Dg:ther.abaenee;l on.:'JDi:litar'y 1:eayeifor a,~:peffl8llent or . 
:-, r :l rr~~obatd.c:maey~.empl-oyee~11.sl~le',;,1io:. take,'. .s.u¢b~:reminatit>1rt.;~11ucl1\em- :, _· 

' . ". •' - ,<_,'. r ·, - , • "•' .. •·. -.- . • • • . ~·• , . ::,~f.l:". u:.c:-;,,:ployee -sball~mave, 't.he ~gbttilbo 1take~.a· tpr.OD1ot~1:>ll~l~amination}::f or, 
'1'.C :, t'i~!lBUChtc!.aas;•.o\rided. aj)pli'Cat:1-.'(m •d;henei'.br.1~ ,made!,~~ :.it-bel~~ctor 

o;: ,.;-:, .±:".tq 1dt;b1n~~~B1~rom1:lt.ba:iiliqi!'toi'~e -reins:patel,ient:.:.Df~a:thet,eniplc;j3ee. -
.· r.;; ;i :<.:,1'hea.empioi'~~ishalbhe~t1,:en:i~e;mune~·e:re~tion-:: as0·giveniitJith.e. 

·.$Ji1U.~tl~'ttt.pri-g1Dad1~"onal!l,exillidaali011ke>fu the~•e.qu~t!!tbe~&f:~~U~~he . 
. e,-;cemployee-.ttil:lfie; a: 1':iila~~t~-g~~ 1)8.BB1n8, t!liil .:'name"'.shall'. l>e . .. 

::::I~f;1=~r~~~sniB! 
, -:-~- , •• ,,,. .. =.::.·;'.";~ratin . ual~.to'::Or~igb . ~bat'~~be~'0We 

~::.--",:;i{:•' rs -. ~o'~,'.c~,c,·'a1nt ... 'ill0r1t ;0froi:1ibe"r'orl' 
.. ~ .-· ~tr~ti~ 1;:'h~:f1'~~~.; :o''·-~;,~.sh!n.:.i;,i;~t£rie~ 

. ,,.-.· .• s·-j,,., :··.· •,. . ••• , .. -..... A,•,~•-·' •:,91~...,_l\i'-.it·~- __ }J'll!I~• ""£••-~-,<i-·1..,_,,_,. -~-·-t: ·,, • ,, .. ,,,. "--,:i•('"-'·~·;:-; • ·--•~-£-· •",,i+_.,..,_,.,!l.,l ;,.•,·a:..,..,,r,;;::S".V, ct ... ~'~ • .'42;,;'·:.'.ii..' .,.,. ·•·. ,· ... H" .ii:'.'» ••• ,-..,,J:i.~·.· .• 
'' • · '· • •. ?/appo..u . ,, or~~:1!~,<tt~Ji~~~.,,.,,~~':'u.w,~O ,, •. _S .~!,~·.~~ 

• • :c' been:'.9-lre,a .. __ ~~lled_;~by_;a_::pe~s~:~ppoin~~~j'rf~~f~,~,;;.~~S .. ~ . 
. . :, tional,.,!ij.11'1;\~rlt'.rom ;,the ,-or~~,/~p-omotlo~l~'lf~t _lDOdif1ea\,,. 

- ~:,:,i.ooe,:fk~ .=i1>1".0V~de~i!empl()J'88all <" -•. !a:cea-ball:~an~il.~~t>ia. 
<?~~~-j~~e~ap~p*lateilTeempl~l:;:~,: ~~a]];: •• ,·,,c --- st.c>red· • _:c~•-

poaitioribf'. • e:ibel ,. " 
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mm: 7 

ELIGIBIE LISTS 

The director shall establish and maintain eligible lists necessary 
to carry out the _purposes of the Civil-Service Act and.Rules~ 

Eligible lists shall be by class of employment and· ~~~~i~i be state
wide 1n application e:rcept where these rules or action of .. the director 
speciffoally makes provision for establishment of· list's by geographical 
area, agency or orsanization unit. -•~: ·: ~- ._-

7.l layoff List 

-,· 

a. Establishment 

Layoff lists shall be eatablished .. by agency or -organization 
unit. A layoff list shall contain the namea·of. all permanent and 
probationary employees laid off from the class of employment in 
the agency.or o;rganization unit for which the· list is· established. 
Upon written application approved··by the di-rector·a permanent or 
probationary.-employee whose application -for reinstatement prior t.o 
e%pirat1on of approved :leave of absence has been. denied:1'by his 
appointing authority· shall have hie,·name placed on,,tb_e:-appropriate 
layoff list.-for the une:tp1red··per1od of the leave·,of.jabsence. _ 
Names '.ahall·be placed, on the: layoff·list. in:'the:·order.,of\seniority 
as determined under the ~ovisions~nf.: rule~lO)i.:~;.;: +<:'.tq' 

Cancellation of1 Seniority: b, .. ' 

~.; ~ ... ··.1.1 :.:-· ·_ ".i iii .-~"''t~) 

,;.ex, Agency promotional::lists.,shall.·consist of_the\names ofcall persona 
employed in the :)agency: or-:.orgmuzation ; unit , who, have. passedtlthe agency · 
promotional examination for,the class for'.:whicb<tbe,.11at1·1a)e&tablished. 
Agency promotional lists shall be established by organization.unit when 
• such subdiv1a1on:-1a.0approved"·in accordance w1th.,rule 10;4 (b ). Names • 

· · -"" shall be placed' on an:-agency·J)l'OlDOtional·:11st0:-in;,tbe,torder::.provided by 

~, ::~::~~1~;·:~:t:j:E~~~~1:~~;;~_;;~mat~; . 
, State~vide-:promotional .. lists shall,.be e~tablished".'by;,9la1:1s of employ

.ment. and' sbalt:f?OllSist: 0~. tile' najnee ,,~f'~'.~:J.l~per.s~n~:~~~f>~~~)>Y the state 
in an eligib~e:;~1~~s; ,as deJei-miri.e~ ~f t~!:ai~~~~~;f~~~~!E'. :passed a , 
promotional 0 e:remination,_for, the clas~.f.~r,!h_ich~ ~h~0~}1l!-t~~'!!~e promotion
al list is established.· Nemes shall''be placed on a,;atate-wia'.e promotion-

~ : • .~"- •·,',~1 ··It~·~~-.., --.:" :- • '.'. -, i"':~;. · • tJ .,1·[~'7t~ ~-:~Jt'°-' f-~,:)~.fJ .. .;_j', . 

. al list in :-~~!:,-Of~~?\P:o!ide!1_.b~:i~~~:~tr.2,i,,,;; .{MT~J.'\i/:~¢;f ,te 
Beemployment·'Liat·:"a-"'"·' ,,,,, ,.,, ,_,..;.,..,-,.,~, .:,.,,,,,_, "' ,:c-1·,••:·, :e:evri't11wr~ 

. , • .' a 
0

-,c;,. , .. ~t • :r~; ~ 1 .. .. : ·_ -:::, :~:: ; ~ •, :": r :: " "~ ,•.,,,. :; ,';. \: 'b~~~. t- ,. 
Tbe name 'of'a permanent employee ee.ptj-ated'from the'service in good 

, . .., !! .,. • " - • ·t , • -~~ -<. ··- ·- ,.... .... i, "i • .,,.""~~ ... ,. r· ":.·,.•,.·, 
standing shall be placed on appropriate·'reemploy:men~'.J!S.tt!..,~~on 
written application of .. the former employee made to ana·'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 
i:f the quality of service was satisfactory as evidenced ··by a service· 
report submitted by such appointing authority. Ne.mes shall be placed 
on reemployment lists 1n order of a combination of quality of service 
and previous seniority. 

Open Competitive List . 

Each open competitive 11st shall be established by class of ~m
ployment and shall consist of a list of the names of all persons who 
have passed the 8%8.Dlinat·ion for the class for which the open competi
tive list is established .. Names shall be placed on an open competitive 
11st 1n the order provided 1n rule 6.10. • 

Use of Eligible _Lista 1n the Classified Service 

Except as otherwise provided 1n rule 8 and rule-3.3, all vacancies 
in the classified service-shall be filled by certification and appoint-
ment from eligible lists. :: '" . .: : > • 

- ·~ .";::.~~··'. ·:,"-::.n :- 7-,·· •·. --- ~ •• 

-, _, 

Use of Eligible .Lists in the Unclassified Service 
, _ ... :Z, ·-~ -, . • _,~-.:t :; • r;··;.~:~,,,:rt,,.,.:.:.?-;:! _~,, .. : : ~ 

The director, upon request, shall make eligible lists available 
to appointing authorities for making appoin_tments to :positions in .the 
unclassified service. ·, • • • ··, i,.~-=.~.~:-r:•~"' ""' ~" ·~ ' ,,. . -,...,-,, · 

. ~ -,, . 

. :::;.;:: ,:;~., 

Duration of Eligiblej.I.i~ts t•c•· --
, - ... -... • • . . ~ ..J ~. . • .. . . • • - • 

- ;~~;~~-•~,\::~·\-.'<,~ . 

The director_ shall determine ··tbe period ·during which eligible lists 
shall remain 1n effect, but this period shall not be less . than -one year 
nor more than three ·3ears. ·~en an eligible ·11st e:rists for -any ·class 
and the director deems it necessary to establish ~nother such,1ist Tor 
the same· ,class, the e:ristmg .list ordinarily :,shall be .. canceled~\;'i';;Jil his 
discretion· the, director ,:m.y combine;Ji new\anci:1m existing liet?1::ii'Jplac1ng 
the names-of e11g1bl.es ';in:,order~:t,1'1nal~:ratings?as :-provided_t(in~e 6.10. 
If. the· bigber rating :was 1DS.de~on:,the;:-eiaminat:ionf~o .-estaolish~t.~i)older · 

,.' • -· . . • .•. '. - . ~ • , "'-'l:~F• ..,.,,~;c..,-· • 

11st, :ber:Shall cont1Due+-1D'.t'8Uchirank :on:.tbe~eombined,.,list ·on .,_- •• ·\the 
1>9riod_~or,.,;.,hich itbe!i;alder;:11st;wae ...,e~tabl1shed.:\: 0'Thereaftt!t :· k .. 

. Yill"'be:·,1:de:t;ermine. , ••• ·1s~t:irig,(fin}~be new- ei~ination'',~' 
. • • • .., - '·~;: _, ~ .. . - • ' .. ': . 

. --~e 
• /;,;.:~ 

·'j, ~-. -,:-

m 

,. 
~·:.{ i~~;{ 

• ,-,r,:~·.J.\;,:.. . . < • ~ ... ,~{,.µ'7:-:-:•i-~ -'""'"'"·' '~.~~·;,,: .• . ·.• ·,.;,'., .. -·-·-. .· •• :,:·.' ···•:: i: .- .,,,..~-..,-~-,,,,~.---<.~•-.·: .,...,.· -. ·.;~::.:...~;:~-:,:-

, ·;:_ ~rfrom ·,anotber,::J.1et •-· ortfrom a:· 11et, for,r,anotber · class ,at :the isame • 
_.-._c- -· .·_···.-v-.,....,-,-,~t,f_,~]<"~·--~:.· "\•:;", c•,-{<·n·.-::·; -:,,,-.5--l';;,, ___ .,.r,·c,:;•~ ., i -<~"-:>:-;:; . .-;.1,,,.. 

;~fl 
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hie name restored for the duration of such lists other than 
the one from which appointment was made by making written ap
plication for such action to the director. 

c. Failure to respond within five days to a written inquiry of 
the director or appointing authority relative to availability 
for appoint:ment. 

d. Failure 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. 

I 

f. Failure to re:port for duty within the time prescribed by ·the 
appointing authority. 

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

h. Failure to maintain a record of the current address at the de
p~rt:ment. 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. 

L Upon certification three times to tbe same or different ap
pointing authorities if not appointed. 

j. In the case of agency promot1onal·l1ste, appointment or· 
transfer of en employee to a new agency or another duly es-

• tablished orB8IJ1zation unit. • 

k. In the case of promotional lists, upon termination 1n the state 
service . 

. 7 .10 Restoration of Names t~_Eligible Lists 

An eligible whose name is ·removed from en· eligible list as·pr·o
vided above may make a written request to the director for the restora~ 
tion of bis name to such list for the duration of the list. Such re
quest shall set forth .-the reasons for the conduct resul tillg .in removal· 
of the name from the list and shall further-specify the reasons 
advanced for restoration.' of the name to the list. The director after 
full consideration of ·tbe. ~quest may restore· the name to the eligible. 
list or may refuse such_"r~quest. • The eligible shall be notified of 
the director's action __ and may make a. written appeal to the board to 
review the director's ·action. • - " .1 \:" • • . • • . . . / 

A former employee reinstated in the state service shall have•his• • 
name restored to any existing state-wide promotional list i'rom which 
it was removed because of separation from tbe state service, provided . 
the director approves the employee's written application for·sucb action. 

. . . 

A former employee-reinstated in the state service shall have his 

1. 
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name restored to any e:risting agebcy promot1ona1·1tst from:-vh1ch it was 
remo-ved because of separation from the state service, provided written 
application fo,;- such action ·1s approved by the appoin~,µig_authority.and·::-
tbe director ••· . , . . • · •• <'•" t '"'-~;.'!"""" , •• , '· •• · • • 

... .·+. ... • • ... _,,.·;\:~:_.· :/:,·:·~ 

,_;,"';"•-!:f:-··.~ • __ ·:;_. i'.~·,.-l ~ ;-.11< ·.·'-~~t ,. : -~~--··-~lai.-.,.i~ .. r~0-•- ,~~.1-··'-~,·:,.. :.:- •1" ¢.~---~:;-~+~~--,;-· .';ii-~-"A.-:•1 ;c: .... ,:,/} . • 

. . _· A: probattoriary • or permanent ',employee :whose nBlllB Jias. been • removed 
-,.··, . , •-.:1· .• ,- .• • ••. ., .•-·if·~>!"~ •• _:·_r~- ,: ... --.. ·-~··:,---··_.-.,..::·-.::,";· .. 1--;·""";~,r"' .-,.·•-'!.1•· 

i'ronit &?, .• a~_nc~ JP~~9tJ~f:J1s.!'.::,1>e,~,u_,s:,;.9t,, transr~ri~r l~~rfsinal; '9:pp91nt
ment, with_ .:.Pr~ba)icmar, o;-,:;pe~~nj.,..,01vi1 • ser:v1,c,~. !~~t~s~,~de:r .. ~ . .}l9"•··<•. •• .. 
appointliis· authori'ty, ~may~ bave:~h'is~ name J>laced·"on ,-the ·a~ncj' promotlonal 
,lia:t:, for· ~it~ sm. 'class :~ 'the{:~,!: agency: proviae.f:vrl~ten:t:'.appi~cfltion, 
.made. by th•:·employee during 0the "·duration "of. ,the, list from which. the name• 

• '', C .·1- • • ; ',_ '. ' ; _ • ' : '• -~. .·,.•;- ,~.. - ~•~·;.-. - •• _,,.... ;,~ ";., .'- •.• .-.. • _,. ,...,r•· • t~.. ~ ' 

. was ~re~yed~ .• Js· approved· by~ '.t;be\new, ~j,_pomt1ng· authority and.' the~ director. 
• ,: :{ ".~,~:~t1ri'.f'~~'. i 7:;':~ ~~~/:~t· t-:~,~~ ~~;, ::tt:t:::t~~:;·.: :;, : •· ~~re~= ,.t~.;!;;t~:~:~ i :.:s:~P;:·;} •· • · c- ·; •• ~: :;:,.:, • 

7. ll Whenever an eligible submits a statement :restricting t'be ·conditions· ~der •• 
'· "". ' ' •••t--:'"j,-~12,_, : . ...,~'tfr 'l:t-- .--.....·.< ··:.1 ·fr, .• •• ,..• : •>•~-l~'" _> :--,• t_--~.,.;.•,_,:.\. :··., l•.· .• • ••·~ 

which. he.~ vill,J,e • a:,a1lable( for .. emplp,ment· hJe • mi.me :;shall;: be witbhe~d • from 
, _;\,;. ,.,~1J...,_1;t .. ,./:_4"i' .' ··-i:·~·;:.:.~; ·-·, .. 1 --.,: ... ·-.• • '.·; __ ,,''· 

all ce.rtJfi~!1~,10Jl_B :y,!1~~hJo,,~ot.~e,t.~tb~;.!)p#~iti_O!l~;P,~ ... )l~er,s~cif~~d •. !·An 
,eligible may file a nev.,.ste.tement ,et eny·t1me durfng .... the duration of an • • 
sel1gible 11st imod.11'.,ying any prior statement as to conditions :under which __ ,,.;,-,. _ 
be w1ll..ibe available :for·-employment. ,·For"'i;he .. 'purpc>'ae:.;0{itbia•,ru1e-'1.be';;,~B /:'.·./ :_ 

• ;.:.d-~or,pr,~)'r,f?,9 .. ,?i },~}e.~p?~~,,~f:0~~1~rn~'~-:~,v~~"'J~!;-~~ .. errect· as .,a , >,/\;-... 
. ' I.;: Yl",; t,:~ .. ;st~te~p-~T P.~Y:~~~~ ... ,''J~,!,;~.~~-: ~~e.; ~'.!t!~~.!,:~r~~~(?n by; ·-: .• 

... letter· clearr-~stat'in"~ 'tbe':ooiiclitlons •under·:ivbiclt~tbe~ei'i 1ble will-be 

C .?!~JJ:#z~~;:i;;;r•,if~~~:ii;'!'"-"''j ifi ,. ••"[;i;,;~,,:,;,;,J •. ~-.-.::,:,;;•,~,;~,-; 

.: .:: .. ~:::!!!~t;e~,J~; ";;~;~'~·~,1,;, 
.. ~\2 \~, ... ,.tfh-
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RUIE 8 

• CEBTIFICATION AND AProlNTMENT- :· 

~ - " ~ , 

. 8.1 Request for Employees 

Vacancies.in the classified service aball be filled by reemploy-
. -~--, .-• .• ,.,,"' ·_ - . ~ 1'£;,-~, • .-)'<~"I'-., ...,. (. • - • 

ment, promo_t,ion, .. §i:-.iginat· appo~~nt; ·. 't~f!tf ~r:~,or. • aem9~ Jo!(as· ·pro~".'-_ 
vided ,in these'.rulee .. Whenever an appo'inting authority wishes tb fill 

' ·_· '~•,.•; .• ._ ~",~-·. . .·,.~. ·••""'!':Z.... _,. ... ,~_. ~ ,-~--/(''' . ·.-.-;~· , .... _,-:;. '. •~, • • _,;. .•• i 

a vacancy_· oi:. ~ ~ew position. in_ the:·cJa~~1f1~~-- eefvlce/: ~- rflqttisi~f~ . 
for an employee. ·ehal.l be- 'eubm1tt.ed'-;to the' director· on. tbe ·torm· pre~: 
scribed by _him.::- Tbi.forin~ shall~~),~;~a.e·•:; ,t{,t-_ a· description. of tbt,':° !~cant 
position;· a·stateinent _pf necessary•·:specia1 ·.'qua.l1ficat1ons, 'if any/·'~ 
indication of :what kind" 'of appointment· the' appo1nt :1:ng autb.ority wishes 
to make end such other information as may . be . pertinent. Insofar as. ,. . _ __ 

• practicable/'~-a~b--~9imcy shall be:~ant1c~pated' sufficiently ·1n· -~d~ailioe'· •• 
to permit the director to determllie ~ho may be available f.or;a.ppoint
ment or i{·necessary to ·eeta:blieh. a cla°i:1s' or list 'of_ e,1igiblee~' . :-~; 

· . -· .: ': ... ,,) ;._ ·-· ~---· -. ,_. ---~-·:- -.,,,,-~ -ii)':':.'1 .. ~...,., ... t~.--~:;. ·~ ... }:,.,:: .. ~ __-,_., ·_·::;_,~ -:·~-~ --;"-_;,._- ... -·-:. i 

.. :_- :_·:;:-t::""~-~;~-1 ·~~;.._-: :-:": _ .. _ ~:·-:~.:-::::.;.~ "tt.:-.fl-r-·~ ':fitt~- ..... uJ.>1'}.;·_;_,)iJ1 .}.:.~i:J bf~.)_.:.•~f:Ll':"; 

Methods of Fill,ing.i'"yac~<? ies_. ·-: , "~ ~:-:"-~o (ff:t:~ -i~ ·: i; 1c ; < :· f.\·; .r; ~d :. rt~~ bi 

• ·t-·· > .::n: ~ -.-.'- .• • .- ~- 1 -~~-.""'-···"·-··~flo} ;;-1,r-~_, • .,:,r-,.,.,,..t~-ti1-.i- ·.--~-~~-------- "'"Xf'C<"¥ ......... \.;._.; __ ~r:_:.-r"''.: 

, Upon __ 1'.9C!~P~:,c,f_: _iequest _· fo~: ~:i~l?Y,~~;}~~,Ji~~iRt~ ~,P~lt;:f~~ify 
the proper_ n~ber o_f names from t.be, a~J>~~P,:r.~t~ .. ,. ~J}-~ib_l~ 1Js,~ .SW, -~:l;tbor
ize some other kind of appoint:nien}, ~-a .Pt°qYi~~a;,:·#1,.>ih.~~-e D11~,~,-~~~P~-~~p- • 
pointment e:rcept an emergency appouitmerit·· she.lT be' made without ~such·. 
certification or prior.authorization. If the position to be filled is 
a permanent oneF the director shall certify th~. ·one name highest .on ~t~~iz/;/, _ 
agency layof'f 1ist; if no such list exists, .lle shall certify three . 
names from the promotional liet'for the agency ·or organization unit'con
oerned. In the absence of either such.list the director shall oertif_y. 
three names f'rom the eligible list.he·,deems appropriate taking into _ 
consideration any request as to kind of appointment made by an appoint-
ing authority. · ·- • ' ,,,,,·.,.• 

Certificat1011·'~r Eligibles 

a. 
.. _·:::-, ,-.. ,.,,, .. ,.,.,, 

Ord;er .of· -Certification·. 

. 1'b;· -~e name higb~et on the {~y~ff list shall be oertif1~d-:}:_, 

i 

for one vacancy. In the case of all.other eligible liste'tbe/t,c,:/;,; ~i 

• ~;'~,~~•t names ~'.'.':~c~J~~;{¼f ~c~%.:', ,~'""'~!; :;;~{~~~~1/l;·i. .. ;: • 
·::,~•ligibles shall 1>e eertified;_t1D>str1ct order of standing,:"-'1",:;.ji:,:.~: .. ,<.::::,_ 

~ . . -: -. • • • ., ... 7.·~n:--~>· •'· •. . ' ·,. ~ "'," y... ,.:-· ~-.. -~, _,•:'. ' :)'··_?-'.· 

witbou~';.resard to se:r}or,:speo111~i;qua11f1ca.t1ons, ·e:z:cept}t~~t.j;£:,f ___ :l,;:'<:i'J:_<;~~\~/' 
where a.,limitation to_ one se~ pr'.;:a~ ~quirement of sP9.c1a,l.'..;\J'i;::J'!FS.7}: _ :. 
qualifications .is specified by the{..appointing' authorit:, 1n _hi~:. :.<:r.-.:''.,-
written ,request and 'the director:~ls:;·satisfied tbe.t ·the_'.,f~:~tl3 ,·;:::;;:K:J ".- .. ~ 
ud reasons specified warrant such, action, certification 111ay ,;)i:·t'.' 
be limited to the sex specified eli~ibles poseeas1ng the ._, •• 

• special qualifications. .. • 
; , ' ,;: ,;,.p. • • ~ 

' ' -· 1·' 

b •. Multiple :vacancies 

than· 
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additional eligible for each additional vacancy aball be certi
'fied. 

c. •• Concurrent Certif'ications ·1-, '· :, 
·1 ' .. ,-\"' ·:.-:-~ •• • ·~,-.,- •. ~c: .:l.iJ;ti•~: :r:~.-, .. -~ •· . ,.. .. -~.C:/~ •.:., __ -~:-~ __ 

Groupe of eligibles .shall be .. certified to vacancies. 1n ·order 
of receipt of requisitions for .employees, with due •• re~ .for 
the ,.rights of eligibles .standing highest on the .11st;-~provided, 
however, that this section shall not require simultarieous certi-

... frication of .. the·.:eame~ame;on different ,certifications :.made con-
., currentl-y .. :, '. .. ;:.:•·· ·:. '-.: >;.,:,r~-~''.f.:'f., ,,,~, ·~"-: :-. • • • 

·•·. d. ':-Issa·~han :Bequired .Nu.mber"'of'a!:ligiblee·:~t:::·"' 
•. ·;~r:-_.~: .p: •1:.----~:~·.__,_ ~;::_ -'"=-~:::_t: c- -· -- ::' - tt.,:r": {~~-di ~-:::_1"::1:1 f <''f; -~-:. 1- . ;_:. : _., _ _..._jt. ..,1 

... ,Wheneve~.tbere a:r~ riot,suf'ficient names on an.-eligible list 
.. . to' make 8: _,·c~mplete '. (?8~-~if'~~a~!on., tlle. : d 1re.ctoi- ~1-:augm,nt 

those names : 't)y .. a suf~icient "number. of names ,from -otbe?'.' :appro-
.. :, 1 : j,r~te :1;~t~;;;to--~~"~;tc?.Pl!~e_.ce:r;t1f'i,cat,:ion. ;:-:,'.,·:S--, v,:~ 

-- ,.··;~:q-~~~;;1;~ -~~i;·;fi~~tt~}0~!;t~~~1 :·:·~;··t,:_:,:~~-:j1;;r~jN!J' 

• •• :- : :; • : .. f,: -;~ •• "' LWhen Jtbe number t'O°r:-''liameifaftila:iile:lj-or·~1'1lilig: e:n:1"ve.cancy 
-" ~ ... • ·1s • fewer ~han ·three :;-excep'\fnirt"°tcaae of ·cert11'1cafion :.rrom a lay~-~~= 

off_ llat, the appo1rit1ng authoritytmay declm~ certif'1cation 
'for that -vacancy end.,.:proceed. to fill, the ::va€micy ~:?.e.nf. other 

. _;-.: t~ ,,.. .•• •·1~~~~~2'!'!~~~.!;t_~tt~ J;itt~:~J4';:~bi1:f;:-r/~,~ .. -.::~:.'.tZ:t.i:-t~f•._ih!t~l-~ _· /· •• 

-·· .<; :.:,, i~ '}~~itt;iit~-;;~~t1~~.,~ _ , .. ,--~~::.it t::~f i~~~~ ,_;;i;;~{.::.t;~~t:;r ~ • -··-· 

• • •. ~e director :-i~;·4i1~~1;i~tiOll' ··cert1fy from;~~lfg1ble 
lists 'for 'higher classes :.to :-vacancies occurring ~.,ewer< .·.,_. 

-~2-,' ~: :·,: - ~- 'Jc1.aal!iea 'or·.rrom:el1g1b1.e,.,.-:"l1s'ta:·~or·~one:t,claairto' ia~e.nc1es·1n 
~<: :,.~ ~ 0~~; anot1ler·5b"lass· where ·~e_:;aiterminei tbe'~xairdnation .:~re'as"cmabl 

<;J: '~:'.;f1~·:cmeaaures/tlle:,..,_bflitY:~!'fttlie~::e'li.g1b1e ''t"o-.-fperto ., •• : • -,~•,,, ·-·· ' • 

.. +~:~~;1~~;~~~:;~~~~~~ ? • "'"~' •• ,~ • ,,,::~· • , fi;,;:}?J}' 
. •• tJ.'1'._.t:S. · ·• .l'ori~Appo~tman:. ert'lf'.1e 

,, ~itf:Il2~1f~~f ~;:;;t 
Ff!.iJ.i;~~;c. ;..!~9- :!~j.1?:;,,. . 

cy·~w-,a;.. ointing .-ott 
-,~~!~ii#,~:- .. -,•~,~- ,..,,~ x--• 
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8.4 Permanent Appointments from Eligible Lists 

All vacenc_ies in positions in the classified service having a 
duration in exoeee of three months shall be filled by appointment from 
certification from eligible lists except as.otherwise p~ovided in 
these rules. 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 en existing eligible 
list, he bas found .it impracticable to make such certification because 
or· non-availability of eligibles, he may autbor.ize the tamporary ap- • 
pointment of an 1ndiv1qua.l designated by tbe appointing authority. 

·• Temporary appointments shall not e:rceed :,tbree ·months. Successive tem-
. •, . .- ' .. f. . • . • . 

·pora;ry appointments to the same position -shall not be made nor shall · 
any person receive more then one temporary appointment-within one year. 
The acceptance or refusal by en eligible of a temporary appointment 
shall not affect hie standing on the eligible 11st, nor ~ball the 
period 9f temporary -service be counted _,as. a part of bis probationary 
period in cas_e of subsequent appointme~tjo' a permanent. ,_poa~tion. 

. _•.··"'· 

· : ~ 'A. .i 1<~ ~ 
•-· C -.:..•.:.~.J:. ,.., -~ ... ::: ..::~:-~ ~:\.,~,- • •~.. .-.:-,t' • 

8. 6 ~rgency Appointment :: ·. , .. " ,. ,. 

An emergeney appointment is an appointment made imder conditions 
necessitating immediate action to provide for carrying on work that . . . .. , . .... -- . .... . 

must be continued in the ~ublic'"intereet'''and· sha11 be ·made imder the 
following provisions of. the· civil .service ,act,:": .. \,,· 

. . . '. , .. ~ , ... • .. '· ~:: -~-- :\; .... ,., ... -:--•-,, .... --~' .• 

' i· ::.~>"-~·"-f __ ;:,-,--: . ::-~F;c-:(:;._; ··.,1·.!!,;i~:c.~-G ·-~. ~~~:1!I 
. "In 09:se .of -~ .. e.:mergency, ·all: .·appg~~t~n:t may be made without re

. _ gard to '.the. ,p:rov1s1one of. th~e .ac;t,;)u,t.i,.Jn. no_ case sba~:J. continue 
,:·.: lonser .tban_.te11_.:daysr1~d ,ln .llo __ c~EJe ,,~h,11.11 .suocessiye :emergency ap- • .. 

pointments be Jnad~~S':C. This~;s,provis~~-~.c8~'1-l~t~PP13', rt~ ::both persons and 
positions .. Bo person shall receive :more. then three emergency appoint-
ments in any one. pr _diffe~nt, pos11;;1opsj"!;~~1n ::one: .,ea~lt (Civil -
Service Act, Section 20 (2) ) . <J: •• • • -; :it • •• -' . • 

•• ~, · ' .• ••• : ;;~;;;.;~;;..i:t~~;~~ w:!!.,;;,f ;~~:~ ~.i _;~01 ''\> · 
appointment··but· each •such appointment:;sha11',1:ie-· reportea-'to,tbe ,director:/~.::<c 

~:; !::!~irtt~irJ:~f;~i!.~4i~~~~f,fft~i'12;r:: 
shall have been known;"· :or' ·coula· -bave: ,·beefr'laiown by· tbe, exercise of due .. 
diligence, far enough in advance to_,afford_~i:>pportun1ty' i:or ap-propriate'·· -
action under some other proviii1oh'a~~~hei'1act ,and:..1tbeae'rule'a, no' \, 

·;c;f:<•~iJ- "'(, emersency .ehalLbe,r,~~e~d -,tQ~ exist.,:im.ia,;_~£!mersency-•1_app~1Iltment ahall 

';, be~~~~re:;;:,:~f:tU1~Jt(l]:!!!ll;~·. -·_ -• _ •• ~il~i::';1~,~tit~.:/:X.-..... -. ·:,·\)\;}f'.~<-
\ ~ene.ve:x\ poss 1bl,~,~an·_:-'~r@8p_cy_::-;.appe>,µrtment; _,sb~lJ..1,originally :be rz-:>:: 

made at the minimum 'rat~_ f'<>r,: ;tll.~.C:9~21-B.f!I ·to ~hipb :;tb~r,P<>Bij;1on thus filled 
c~ be allocated pr~l)&rli:¼ti/~~•!1~· .~i~ct.or,;,~~~~}:,'&,llociL~e t~e .• pos1t1~/;;;;;,~·r. 

·~~,:~i~i~f '.sl~;;i;;:· ,,,,1• . .~i[;::;c ; -:~i~~w~~('.;s,,,~ ~"•ii~!~~ti:. 

( 



filled "'byi emergency appointment' to''the proper class· and. shall notify 
the appointing authority of",sucb allocation and the rate of pay appli-

• cable ··thereto. :After ·such \notice':no ·'pa.yroll ·purporting to pay another 
rate aha~l be approved. ••• • •·"·'-- • ··'· ' ·:, • ·, '·· · 

', : .:,If;r.!L;properly :made eme~,se~1-.appointment·,1s changed, before its 
. e:rpira~~~<?D..:-~o .-san 5approve4~:F<>!,1B~~l: '8.-PP01nt~~t, .. -tbe. ~~ 4,l~~d ._ in 
'_the_ e~:z:-@tncy .appointment.r~ag· bt,:.d!H?med,,to.have.,be~n ~ par_t g[,_,t~e 

· :.P:?:,!:t::t1:~!~~!me~~~rJ;;;{"ilt!~~;;~:.~· .~--',:.tU.::.:, ~:, ·;.: .. c. '.~-~~:-~c,:··: 
8. 7 Provisi9Dil_l- Appp1ntment, '~+:,i;, ·.a.en,,.~~,,,.'} ....... "' , :,rs•,. •; .,.;. . . . -.~,. 

.. , ( • J: '~~-.,i~i~,;\~~~~·-1~ ?· ••~ + ~C, ~~ • • ,-~-~-~~:.:~;~{-•~~-~: t:"':~-. -~::-~~; , ..... _~.: ~c -~'-~-• - • _ :, -_ l~I,. - • ' : .' _ ' .:· 

·•.·r.·..c~,~-:autbor1zed by:,tbe .. •'dh-eqtor'·1.n'·:tbe'a1>sence _of an ·appropr1~te 
el1sl?~e':j1;t~ a :prov1sional"·appti'intment'''o(a'·iqual1.f1ed • person may be 
inade ~:to,.fill'~i~vaea.nt 'poaH.ion~"'C:F.-Ercei,t~Ifti the' case; of· appointments 
made ··under<the·prov1a'ions or··'Seetionr i1':or··the:·c1rti servicEtact~re--· 
lat1ng to the period of installation of the civil service examining . 

•. , ~"'''"'~t,:.;~~----··· •, ,- . .- _,,_.,- ,-- r 
program, such an appointment shall be.-· termina.ted·tupon e:rpiration" of ••. 
tbree,-m~ths or:, u_po~ cert~icat.ion ;,aJ;l~ app91ntment fr()Jll1~.P .. ;,.;t1g1ble · 
11st ~$•h1chever; occurs ff,iret. ;-::: ~ucpess.t ve.a,rovisionfll :.appointme1:~:~e.(to 

• .the r S~D,11','";:J>O&i tion . shalltJ).P;t.~.(b• ~ail~d tf (?r a .. :tota~f~~~od.-, of f~m::_~~ 
·,r;;,three;montha5-and:no.:pereontah~ll'+serv,_:more~.than 1tbree,,'1110ntbe•_·;9?,~0: . 

. · prov1aional:appo1ntment:,;in -,anj;cal,e~ yeJJr,, e:rcept . a9- . ~therwJse" pr~ 
.,,_, ·:,•, vided;t>y•:~ct.ion ~l:':::0f}tb.t111,c,1xi!s_s.~~J.ce~ act.7~_~1,Provi•iona~ apP9,int::-

• : :no;1;~:t~;~:!4;r~~~~;::;i;;;~;~~;~i£~,.,} .. 
,:j;•;Where .the •work carried .on.'.,mder:.aa ;,provisional,:,appointmentjls :~r;: (:.',· _ -

other' than 'il. continuing• t'ull-time, b11sie,·~the • length ,"()f thec,_&pp~intment> ~•· 
sha11. be 'limited to the 'liumber .of'./Jiours which ia ,equivalentfto·:'.;~_three~ ~· 

~. -·montbs~appo1ntmltnf>1PD~ttpe.i,3>as1~J10f~~-~~or_ilt,ts~~d~~~1'.~ ~~*?~pi-
.-,:-;··zation.~uiityand"tbe.,type X>f;,..iem;plo~ntiponoemed..'f•±fi.f : •• \~..::·•.:, · • 

- • ..: ,.. 9- ~ - , ~ .,. ~-,- ~ ~ .. _,, - -:: ~ ~· . ~ ~~""'•~ ~ 

•• -< <; •·f,~l:ro~Tb~t:;;t~~'iiit1:ng' e:ut·b~~1~~:~,(~ • -,~;fa\t;~;~. ptrsm{,lt'b~~vf~i~al . ' : 
. . ai,pofz{tinent ~~a:11· transmit:~1:>~' ,_ •• .c~br-:a~s:tatement?"i:,t~ual1.fJ.ca- : •. ; -. · 

···•~:·"~~A~~G~~;~ya:;:Jf~-:~~:. 
vieiona~:e,promotion to --a his}le • ss,Jtp!t~dJng •oe • • d ~_pomt- ; ,c: 

~: 8 c mrm:t •~:trca•a'. l~l ;11-• • ;t\c,~/ •• " '. ;~•t.;i,M.; 

,:rt . tt~j,,{{111~:,;'·.-; 

. ·11>✓,r: .. r::t:t . ',casf~:~f \{:~"' ,. . os • .l ... ; . •-e,;rs·,,.;s;:ri• ·'f''"''''"'~-- .. .,~~~~! 
.,,.... .t1onal?auaJ.1f'icat1ons '.of1.a.iso1en • ofesa1ona • X,P!rt;.cbaracter.,.,L, ~ •. ·· 
·•J,,1 ~~ .... -:·~"''·~~.;, and upo~1>satisieJ~:~v -~~~bit{'~; ~1c'ifi~i~asans"t5~r~·,:•; 

-- ,,· .... ~ ... ~1,,~'t.., ·~- • "" , ~,.,,JLl.,:\e1,J.~f .. ,;,~,,.,,i,¾~.U ~--W''-"~~~ .... • ~"· .. ,,.;,~.,,,,.... - '~- ·,•,,;:. 
.. • ·compe:tition .. 1.n such special, ;case_~s3.1JD.t11"8:9.t'ical>t,e,:«n9:,'1:l,a~,.:t~e,1tt)()Bition , .~~~:"',t: 

- ·: ✓ •- ·.-.- .·"i'•:· •:!" ·,y.•"·.~.,.,-~r"'w- .- .... f'f~l:tlj't;l--'~-r- -(·~1~~~,,. -~f~.2 ~"t-,~~~ _..,.,,.,>·-' -·_,, .. ,--,:'\-~·-·-'•'.·· 

. [: ·can'::~atTbe ,~111ed by the/select1on:~'(Jf,Jsome ;aeslgna:tea"·person/t,f~1gb ·., :f::•tf~}r·· 
f, S\ .: an,(n,~osn:iz~d attainments x~- ji.c)1Jl1Ja:i:1tie_s}*'th~"1>~~ !l.P911: ~_cpimnenda- .• ... ,~:t~ 
,,_,.,..,,, .• .,~_,..,,-,J .,"',,..,.,.,_...,,., • ..,i_~,,-:."--~ ~-•1·.4•,, ♦ J'- '..•-·,1>t~·- 1\,_~..J,hfl.~-"1,_ .. .._~-'f-tt•-·:.'.;~,r •. • ... ~f".!--·~--. ~--•.· ·5)' •·.· ·.·- .·_;.,-: 

., .• ;,. 1t1onr~~be.;:{41rector • ,may ·-sue a*-:tbe ,,~qµire:inent&r•Pf~ compet2: tioil"''.in . .such ~:c•:}.;;.4:} 
-· . • ,: '~:Caae,·'~11~:~.;~:sua1;en:a 1on·~h' • ·: ''.:~ii1;rit~~1• ... :t"s:,e:l'triiic'at1on~io ~~n1c111~~1~·- .. • '.t:7-~It 

- ~ - > ... ,; d-f+.1 .• ;,. :~ ii-'ol1t~ .• ~f'>i;t\"k/; 's._ •.. _,; !_~, .;.·· i· ·, • ·r~}\~-·11;.1 --~~ .... -~tt.~•~1:-·,~:f'i--~~T.~-~.t~r •,r.-~": 4 :;t•1r,1; z;,,._ · .::-4'~;·"'-~-~,.;- · -· ~R-.- .. ,. • ,.-::t<•t./ro·J,,>• . 

. :posit_1on;~.:,~4 ;all'. such "'case~~ Cl!J , _neJ;91f;i!ba~1).v;·b~;re, .• P,l:)~9d'· 1n. :;t.he,·,_annu~_r:;::;.i 
•. al /,repc,rvi,r~fib'e dep~=tmen'b~c• ''"i!' ~-~'aiiiks:<ft>:il'the1'-samef, t~.f{1,J,; .. ::,, ,, ,':-,/?:,,;,,, 

• • • 
1 

.• •• ••• $.iJ,S,';:_;;;:p}:f • ; .• ,J~f;Jt'"'~fJ1&~rtt· ''"c~'~?;:~~/~~:~t~~~{: 
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The director may require such te~ts.or other evidence of q:ual1fica
t1on as be deems necessary prior to approval of such appoin:tments. Any 
appointment made under tbie provision.shall be,eubjeotto a six month 
probationary period. • • • 

b.. All persons, employed or promoted 'by the :United States Employment 
Service subsequent to.the temporary trarisfer·'Of tbe"pereonnel'and func
tions of the emplojmeiit· sertice of the D1v1sfon·or Employment and Securi
ty to the United States Employment Service may be employed vith J)roba
tionary status by tbe director of the Division of Employment and Security· 
vben the personnel and functions of the employment service· of the· di;ieion 

,_ are returned to the. et_ate., ).f sucb_pereons;are 1n _the employment of the .. 
,; . United States. Employment'. Service when. ·such .. : functions are. re:turned to the 

state and have qualified-under a. civiL,service •. examination approveq. by 
the 41rector of the state civil. service.~ (See·· Lawe of 1943, _C}lapter 640) 

,., • . . t ~. ·;. , ·., .• 

8. 9 Trainee App.ointments .•. _ • .. 

Appointment of· students or· other suitable persons to·' serve as· in- . 
ternee or apprentices shall be·aubject ·to-approval by the-director. Such 

-•~· appointment may~·be·"non-compet1t1ve and·, sba11:.not ·,.exceed ... on.e ·year.;.1n 
duration. The·appointee shall be· sub·Jeet t·o removal at any t1me·w1thout 
specification of cause, and eball acquire no civil· service statue by. 

··-·virtue of such appointment.· Each appointment',mder 'this•· provision of the 
rules shall be reported to the board .. .- (See\ Lawe of 1939, Chapter 441; 

·Section 33) • ,;· ,·:;:.._,c,~;/::.'L~.;,,,: ·,.;'. :J''> , . .::,,e;,,:,:·-~ 

••r{.1 ,\·. :?;::,~~ 

8.10 •• ~efers , : ~ • • :<. :·c '"!'::\'~-••·, 

a. An employee· may:be·'tranefe·rred with the·;•approva.1 of the director and· 
the appointing authorities concernea~d',: Transfers -of an ·employee may 
be made from,,~ position in one cla~sict.o,.,.a.. pos1t1cm_ 1n ~other class 
only i:f' it , is , deter.mined by the d 1rector ,;that. the· employee:t __ to be ._ > 

_.transferred. poesesse~. satisfactor£;;ii.u'afi.1'Jcation~.-and'. 1:( the~ director 
is .satisfied that' such· transfer 1s·~1n the beet interests· ·or·'the • ~s 

service·:'rrtThe'',a1rector may requi¥8°"¥rit~n e:ramination ·or other :evil 
.dence for the. purpose • of ;•ueterm1n'iilg,qua11f:1oat1on' :for· •transfer as 
provided in' rule -6~6 (b). ·- t;it"?,~·{.':; '\;,;TT,::rtq : - . 

'lt·{::_1,~:~~)f_Jc:f~~c"::~.i\:~ ·.~ 
b. No transfer imposed as a penalty; or}~tlle;wis~, to the prejudice .of ·_ 

any emplo3ee and without· hie -voiimtar,y,;oonsent,;o&ha.11,l>e .approved;.· 
unless the director is satisfied 'tliat "'such action is. necessary 1n" 

' • '. • • - .. ·: • -- .: • . •.• ~T. ·: ,:-: ~. -,. '• 'f •.; ~•- C'"·, .·: • . . " • 

the best int.ere.et of; the state service}.~'!Jr1j,,-:,· 2 :,"':,f 00'.1':.'·.· .. • • 
• - . .. -!o ... :: -;,,rt:-iI:;i~.:.,;i.,.:,.;: .. ~,~,,;·r;~;t:~~i::~;~?l:::f;;;,;t:.\~-, .. ~.; .. ·';::.'.: :~- --_, .i • 
Seniority _shall 'be' transferred'"in"·a'l.l~~cases· of transfer within the/ 

'f- • ',-•, • :,r••,r-·• .~·-' ·.' • - ;t~,'~• ~'.",O\'l~,.f-;~t'J!.t~• •·1s"•·:.• -.:·.··~\ •. 0•jr,:,-!t?f~r·, • .,,,,. .. ,., •--~~ 

same ;depart.merit_ but~sball not oe•·iransfe~d-';.in uase''of: inter-

• depot:11i1rt~·;r:~:'":. , •. ~2L ,~f ;t:::-:Jt'0
" o,;;~ ·. . 

A, trapsferre.d• :probat.'io~ary, or permanent employee may' be required ·to _, • 
serve~~: t#~1:·s~~:·mo~t~~~ro~at~~~1;:pe,fJ:~~~Ji~_izj:mi?~, ?~"-t_~e~~aat~: -o(:, ._ .. 
transfei: at:. the __ -~oint request of'.:t;heftwoJ4!.ppp_1nt1ng auth9ritiee ·• con7~0-

. . '. . ,.\ . . • . ' .. . \ - ~:~i1\1'- . -, -. . • ; - ".. .' .. ... .... -

cerned. :Botfce .- of this requirement'.'li!hall .. be -1"1led in 'wr1t1ng with ·~· 

~·, ~·:; ~;r1r- ~··. , :-'.,:Jl~r\r~r :' . : ",,,¥\:"'' :: •• ·· , 

. ( 
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the director and a copy of the notice shall be given the employee 
prior to completion of the transfer. 1n the absence of such notice, 
transfer of a probationary employee shall not affect the running pf 
the probationary period and transfer of a permanent employee ehaii 
be with such statue and not subject to a probationary period:. When 
a probationary:·period is required in the case of transfer oi'•a per
manent·;'em.ployee, ~such :employee:·upon 'dismissal during 'the· probat1on
·ary .·perfod:'for callSe other than''misconduet or delinquency on 1118::,: 
part ehal.l be' restored to tbe··poeit'ion he beld ·prior to transfer/' 

e. The board may enter into arrangement.$ ~with personnel-age~oies;::.1,ll,:_;:.:. 
. other jurisdictions for the purpose of effecting transfer of :employees~ 
• Such .~t~e.nsferre(:~~lc:>yees shall _ be .-granted· al:l the privileges of - . , 

other. empioyees in· tlie classified ::·~ervice. and. sba.11 be required°to • 
• eerve·;ii. Sll'.,month':probationary period:; • • • ' • • 0-:'•[;,.. • i/,~,-±t. ·:,:/ 

. . . _~,f/~_ .. :\} :,.. ,-._ •_ . . J ., __ ,._... . • ;.,:;-:S~;t)t~ C ~·Lt}: ,-,_.·-:. ·:·· •• - "L• :-----~'} - "" .!,....;,-.,.·~-·~·~~-""'- ·,::..~.~ ..• , .~ .. ~ .. ~:·7tr: ·:•i·~- .: . 

Demotions it. • h'o!.:'"'f.\; :;::·· - ' • ~= ,:.~--.. -., : .. •' :'.'.'" .. ' /'-::if :~~c:~.-- ' : '; 

Demotion~ ·s~ii:.i:-{,e··eubject to the ~ovisi~s· of. rule 10.5;·. • (:r.~~!%.-:0 

Iabo~ ~d;::1~t~f so'. ' . • ' : \:, ~;,:·4::• -~·'."""/ ~ :!::tr'i(~; 
Cert if 19a:t,i~ .and· appointment-to positiorii(~ in. the ':lab~r ::-aertioe .'.r:jball. 

• • .• •· ·.' ••• • :\.J !.~--:-··,;,.. • ; • .:. . • • • r. .. , • , ... , ~- •. '·. ·.~. ,: ..,., ~\,.},t_ . ..,1; ..._ .:~:-~ ·. ~--U:~¼- • 

be in accordance•w.itb tb~ provisions of rule 3.3. -- -:.' • . ·. ': _. \,,.,.: 

-·~·Qo 
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~:;;:tbe:e 
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9.1 Objective ---

RULE 9 

PROBATIONARY mRIOD 

;, .. ~ .- ·,._ .. 
·-~ . ,; . ' . 

. J_. :~1 ~., ... ~rt: : •• .> . .-~ . .r.: L, -~·. , _ ,.:_: :.,_ ·· :· · 1 

_The probationary period shall be regarded as.~- _integral,"part of 
the examination process :and shall be utilized for,.closely observing 
t}le employe~ 's WOtk, for::aecuring thec.m~~tc'eft;ective_adj~,~~~t~o.f a 
new emploiee to his _position, and for rejecting any employee,_,,hose 
performance does not ·:meet the .required work standards. . ~ : ,: ·.,.':. .:: .. 

• • • . ... i . ...:-:. •. ~ .i . ., ,: _.- ·, 

9.2 Duration of Probationary 'Period:~.:.:····, .. • .... ,, • • ·: ·· 
,fit;·~~-·.- ,. ' ·. • r ; :···' • • - .,•-. . .· •· •·-; ~ ~•r .,., .. -,· 

. _ • All original ,.and. all • promotional ,appointments sball~be :tentative 
• and s~bject to a. probationar_:, period,·o:r, six months of actual serv:ice. 

Any interruption' of· service •• d~ing· tlie:_probationary· period· shall not 
be counted as a part of the si:r months f "'totaf: service. • • • •• :: '' 

.An employee who is promoted prior to the completion of hie tpro-,~:1.C 
bationary period shall .. complete his probationary period 1n the .lowe~.--• 
.position by service 1n'tbe higher position and the appointing· autbo:ri-
:tY shall certify him for permanent status in the lower position .at , • .,,J s:-.r P-. 
the end of the su,montbs,period_following his.original appoint.,nt _ 
to that position 'if the_ employee iriCl.tc,'be··Sontinued in' the; state·;:eer~ 
vice. . .... -.-·. ;.:• .. !.,.·•-... ·:~::~- .. ~~~::-..· .. •::. ..... cJ ~-~(._; , .. ~~---:·. ~~:-~:-~t:~.,..-:~~.Cf:":: \.;~ .-·.,, 

When a probationary employee is granted a leave-:-,of·absencettoti • __ 
f-'r:,-.. accept a position,.in_ the ,mclas~ified,.~ervic~, :·the~_unfulf~lle~~portion 

- - -- of the probationary period -in, the 'ciaas11·1ed· service may be-~completed 
by service 1n the un.classified service position, subJect;~o -a'·posi{ive 
recommendation of the appointing authority_iandjllpproval ,of!"the; director 

.. ,~, provided that, the work in .the, :unclass_ified position is within the same 
• _"i ·\: .. ·-~;r- ·.-··.· ·"~.; ··;.·-._ :·•.-•.•~:.- .. ~,r-,-~-•":- ,,,..__,,\ :·"'; "!~--- '"':'''"'""---sf•-ri•--- '.:• 

general occupational :field ana is at least equivalent 'in difficulty 
and responsibility t~ • the w;,rk. br'' the.:r_poeit1on :: in the'-; eiass'ttied f'servioe . 

• _,.., .:..\. ~>- - .-~·~·- -·--: · .S :····~1 t• _ _. L.t./r::~· ·"'.: ·.:;:_(r~:_ ... _;_:·;t;n !2'._ .. c..·{,f"••:-· 

2=. " Former;:employees .a-ppointed.from;.,el1g1ble,,11sts ,othe:r,,than .the lay• 
,·off -list sbalLbe rsubject,::·:to.;:the ,probationary~-period beginning· the: date 

:-·'..cOf new appointment.~t~;;;ti' ":•::' > --~--:::r n::t:;r-.e:,'.p.:.t': ~-.:ti '".-r, ..,:?1:P.!d:g':':!<:' ';;~'./ 
• :_ :~ :?.-: .. ~< ··-~,t:,(t_r~' .';':"' f'-;~~-,~- _,• 7i ";,:i -:~..,\~-.-•·:;:~';~-~1"-tf&t ! .. _._..,. ·:Ot~J~H- 4,I. 'f r~n~· {ft)·-!·:~, ·(..\ 

Employee~_transferredfrom_tbe ~ur'1ed1~tlon_of one appointing_ 
• • • . ", "":• t' t.,: C,:·, ~• •• __ .--.,, ••••" i,:.. -. V~. ¥ :-,•'"/',.,..,;,..'\I•'" ~ ;;• ~- C- '·'!. •- -., , 

authority· to'that or~c~,9~~!r--;ai>fo;Plf!its;'3:~1th~f.~t'~ .. ~rl~s:,b~t~}~;.O a 
probationary _period as provided 1n rule 8.10., ": .•,.;+•-"c'·,.,. _ •. ._ 

~f~~~~i-?fc,.;. '." ~-"· ;--.-"'1.1· i"\J-';'"'r- ~-,."'·-~ . ,t•J,.'.,,;,··----.:-l-i;tio:!:·:."'f"'.·,...,t~,~~;~)~~.....-_, ·:t"":,-.- .-.,,. -~r ... , ... ,r,.,f:~··~.ibii.~·-;·-~-=-•';~..:}·; • ,•-· 
:..~:t}.t '\ •... • Time· -~~.r,te~ -~-' ·~mfrSl3!lC:,V;·:~9~}~}~t};'o~r:·;e~po~r!l:~;"~~,~~;::Jsball 

&~lt't~ot be_ countEtg_ a,~1 J8.~,.9f,,th~,,P:r_9ba~t~~r1. 1)8rJ~14~,,i;.t-l. :.'.'.f,.,.,.. • .;, 

• ;_;?ri ~obationa;;iitW~:,.~:i~~~,~-;F~:·r~,i?q;,;f;;~:·-, ,, ~-, -~~-" '--~;;Jrl;tr~~ 
., ., ·, · • .. ·• • : .,_ •. • .f.,,.,_-~·.,..c,,.,., :•,.c~!'f!f~$lfl'l··t~Y'1.~ 

: :, . At any time ~uring the probationary period and 1n sucf/~~er as 
c;r,:::tbe director'"mf\prescribe:' ·the .a'i,ptfint'irlgiauthorit:y<shailt:Ireportr"in1 

·, 

. a:3~wr1t ing. hte·; :judsment) 'of' the qualities" Of~the~; empioyee 'sl workfperf ormence 
• '(1:!t,o·the director,. /tP''" .J:.'r:•·,w ,;•,.('r'[w l),-,,y·.•i!,:f',,;t <'«''"•';"i's·C<t,'i'\•,;a;:ri;f·,,~ ..... +~,-r:, 

{ "<t:;if~,;f; '"(;};:: • • ,., : ~•.iZ?:'.~·:;;J:: ... -i'"·'• 0 ~"' •·;:::;;\Jt;- _;'/; 

9. ~4.~ pemotions ~~g ~.be,, _Prpbat ionary '.Per,+.Pd«· , '""' ., . C ,, .; •. ;;'.;,:~::N ;,.< ,, .. ,,, 
·• -~if::.~,.,. '- ·• •·" - .• l½ ~~ -~!lo ... • ,,. • • • ..,, \ • •• ••• ·.,.: ,. '·• ··,~,.,-.., ,(_~ c'I::_ ... ,,}'/,;. >, ,,t..·,• L ~'J"> 'L"_R-.,4--~,'l"~f.,_~~~}'1'-J 

'iiJ er At e.ny··,t1me~~ain-1ng the' probatione.ry·:1period tbat'ren~·aj;,po1nt1n·g~ 
,e r. t,1§,Jt:;!;.,:~·n,; '':,\'.• ·• ,,,:, Iri'2.1 C'.':•':· Eii<ta°i-0 Q'.t'\t .. 

- -;iiO :~/'.£.£-t~:.::rt. ~\.~;:~< .-~ ·n. '88:h I·:: "'t ·r.? it{.-; r1<:/t\{i- ~~:-:: 

I 
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authority determines thattbe,employee•a·performance does not meet the 
required:work standards, be may-demote such employee. 

At any time during the probationary period at which an employee· 
is .about to·;be°',laid -off .£or reaaons.•h1ch refJ.ect,ino ... d1scredit .:011 the 
qualit;i- of'; hiB;,)~ery_J..c~~,. :the_e.ppo~ting..au~ho~t~l'.½¥..i~ (the consen~ ot 
the _1employee_,Jlia,_r4emote :,such ,:9mployee. ~to ,:A, --l~?t~lass ~,Pf, :Work .:,in __ J.1:eu 
of layoff •"·'The .n~ .:.,of_ ,such.-·~mplc,J'e~ :Bha.ll•:P~c~la_ced:4J.l ~order. :~ ~the 
appropr,iate ~el.igibler:lists.J:br,'lr:,. ~ct r ;· ··> J,-:i·:4 tii:::'i:ifr::ij~,~;.B · • • "'?,:·· 

The _probat1~ry jer:tod hf ~an-''enipioye~ 'cle~t~a'1luring.'his' ·proba::·. 
t1onar,Y 1)8r1od.·..aball :.dnciude the '1)8;i:1o,d :Df~, pro}?atiODa_?;Y_; ae~ice: .in 'the 

~~~jr/::~~:~;tt1t~·Jttn!:t;==··,!:r:~~ L~ ~~-,~~-L;,:~i>tt::~t~/t-\!f;. q'.~ -•• 

Dismissal During ·the l'robat.ion~, '.Ieri~_,: ,_ i£.i~f=<:.::~f:<,·,:.a1 

At any tiJne ·during the probationary period, an appointing autbor1-: . 
ty may remo'ff an employee ·whose performance 11oee not ·JD9et the ~requlred :.:,. 
work stand~,-·;:,pr.ovided that he· shall -~repo~ ;'BUC~:~•oval;s ,j;.o ;tbe --~. .. . 
. director~d 't~_1tbe employee,,,~pon·:.th,&Jf'orm sand~- the :manner,l)reacr,ibed ,,' 

by .:~!e•.t!.%9~tii·:t • ;~•lf1!;:f-~r:~e·:\:~!'t~~:t~?:i.:f .•·I?:~1ftii~~ .. 
• , ·Any ·promot1ona1~ppo1ntee .Yhcrta. d1·sm1saed for pause· -other . • . 

m1sconduct):,r dtlinquency :'.'.on, ll1e _part.~rom,1.the·. posit'!~ 'to· which· he-'.h~ ._ 
• '{.""<•~ ·>s:•~: ··=-,::v·' '-.Y • t~ · '.' ,,. .......... ••..:..··i •• .... :.-•~·.- ".-_- t: -~ - ~~~ .. r~,'/lf.-s' -~-ii.' r· '"!- 1"'1""";-·~ .. ,-,, .•. •--,. ~- ..._, • > .,,,. .• .:-_.... •• ~ .. ,'·:, •• 

been promoted ·~1tber ·dur1ng'1.be •_probat1,onar:, 1~1>9ri'oct~or·0at ~be conclusion , ... >·.:., .. __ · 
thereof by 'i"ft&&Oll'~f,~h•' f'a11U?"e \of.. th•' :appointing"::i'"utbori t,- to ·r11e a <: ; ;::L\i)L .:- . •. 

•• requeat11'~~1l~~~ru'wmcer11n·~t1ie~i@ber~"'~_,1.tiori;?eiiaff1:,e':~reatored':~o;,";;;:~~;-~:::, ;.~ 

· .. ~fji~~~!~~~~-j]ti,a'~~~l\t.; 
.. precedmgtt'lie-fei-plratian~~of the ~.p:robat1oriar,~iper1od'by'1ibe;'app0-1nt1nir:o ·: .-,: : :.·;· •• 

t,) - . , ' :. ·.~, ::--.. ~;;,-~ •. .";) >1'·:, ':"::-.,. ·.\ £.,-,,·• - - ''!: - .- ., ~~ __ ..._ ,_ __ ;, ,,~ - -· ; ., ... , .. .,_, , ... -.l- - . • , ~. - ~-.:-.:.~:,},"', 

• ·.author1t~r·tto·"tbe :ta1reotor .:that ;.the,ervioea'\~f '".'the_:i,robat'ioner bave:been .. ·:";7:·:.:,. 

• aatiafactorfiand ~:ih;i~9i4tmpltiyei5ie. 'theN.fore~~1:,en "1t 'per.amient ;appoint~. :(~f/->:. 
. •nt -to51:i1a ·~•~'i~~~.u'cb·••iioiee1;Bha"i~r-,,.~..,,•~<;,,--teat~rm1nent·: :c:1~ • ~ ••• • • h~~~tt; 
~- • ·eerviof{.,etatus ~'rc>rt,ed\iliat"ht"he\.iervio'.e:,re:- • itdti,1tb 1.be • ~i'ri' C'C '· 

••• abwa "tha(;tbe'~i,:1it1·t£~~ery1ce.\;perfomed.t{ _ __ ~mplc;,ye~~)n!a:,·aat· 
-taotor,1~'-;·~·A·:copy_,~f,;~uob1~otioe.r9hall~:F'i1~n:~b•l~mpt-01ei~Y~bet, 

• ,e ... •. . . • ' . . .. •.. • ., •. ,,·.,:'<.: .• , ..... . .... -- . 

, po1nting-u~o~it~.~t~i!,t • ' " ~. "' .,. w: • • , 
' :the ;,emplo,e,: .. a •• • • • 

,.-··, •; .r... .-
·,;-.. .probat1~ _-.-pe 
:~tJ., . ., :~\, ~;,j{iJk~ift~r~i~flf 

.\Suooeaaive'.iD18Jlr 
·;;)~'/?,:;, ~.-/) __ ·.~··:-•-;~.~~/1~·4$.::;~, .. ~fi(_Ifj\ ... _ .• ·~~-.~~-,, .. J·.ei ~-

> .• '':·. l>1am1aaal")cf' ... ~more't.,;th 
,. -.·~··-· ;. ,,, ••. ,· -.,-:;~t;.•·•;··,,,._:·i~-~~,-·.· . ... _':., .... ,::_ 

• aingle. Tacanoyi~v1th1n '.:~;J)e,:o1o4, 
such eipianat 1cm'%of'_)tbeset'Jand :·' 
period aa will :·aatiaty·~he::;df .· 

~. 1·.·., r:-· -r.l ~~~·· •• y,_ -- .... -,~- 1 .. ~J..Qtt..:..::; . • ,r,..,, .~· - ,·J-

ce:rt11'1oat10D 1'rom,.an. ••11gibl 
• permi •.·. -·i· ·•• • • • 
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'RUIE lO 

SEPAP.ATION AND DEMOTION· 

10.l Retirement 

Any employee 1n the claeeified service vho atte;ina ·the age :of ··70 
years shall be retired, e:xcept that ·upon ·:certification :bf an appointing 
authority of an: emergency arising from abnormal -employment ,-eond1tions, 
the director may 'after investigatiori•'of the facts authorize· deferral of' 
retirement. Such deferral shall be subject to cancellation by the ap·-
_pointirig authori:t;y: or the d:irector at any. time ..... , :·::. . _ .. -, 

For tbe purpose -of these :ru1.ea the age of any employee shall be . 
the age attained on his last birthday and shall be subject to ver1f1ca~ 
tion. (See Ma.eon's Supplement 1940, Section 254-11 as amended by La.vs, 
of' Minnesota 1941, Chapter 391, Section 10) : • • ··,: ~1.~· ·" r::·,'i:: 

.. -. . ,, 

10.2 , .Besignation 
.,,. ~ .. ~ -••' . 

1..n employee may resign from ·the service by '-presenting hie 'resigna
tion in writing ·to· the appoint'ing -'authority. To resigtr in 'good standing 
an employee must give the appointing authority at least 7 calendar days' 
prior .not1ce .. _., .. A copy of' such resignation _shall b_e, __ eup.:plied b_y .the ap,;. 
pointing authority to the director.· The director may make such 1nvest1-
'.gat ion as -he. _deems _· to, ,be warranted .:for the ;p~pose. of ·,ve!i:f'._ying the 
facts as to the .reasons for each resignation_- •. Upon .'approval o:f the .. ,ap
point irig authority 'an employee' may withdraw hfs .res~goation at .,any_ time 
not later ~than.:ten -d~ye after the effecti:ve"'date. pf the res.ignatiorL 

,":•· ~ : ' • . :. ,. '.. ,·· ~·,: - ._; ._. ; - ; -, ·-· • !;.. . . ~ • • - • 

No form of resignation filed without date or with a future date, 
and that is not intended to be a bona fide and voluntary·,tesignatiori to·.·~: f 

. be acted _upon at the. time of filing, sha.1_1 be accepted .by the ,director 
as a resignation. ·; Each separation ;under. such :c1roumstances.: shall_ be 

-"''" deemed ·a. di~issal anci :tbE!. provieJons of the.):\.ct and ~tbe'ee" rules 'relating 
'",:,to dismissa.ie :shai~ apply;· ~Any ~a·emand or _re.quest ;_of -~- appo.1nt1.ng·_.,. .. 

_ •• ,-.. • ' . ·-' - ••. •. ,..., , , . ;,•, "····~ •... , .. .-,~- • .l " ' •.- :,-,:. -~--.,- ,·.,: .. ' ' ·.-;-

:' officer ~.or . .i.be ~.1,l~g ,of. any euch,;fonn .of ,,.~~i~etion,.,~or .possible,,.. • 
••• _future action' at the opt.ioo. of '!au.ch appoiirt:in!g pir):oer ~:sh~ll b~ de~med 

-. to' oonet'itute" prime. .i'apie e:v1denQ'e'."oi ~c~rclori'J~- A~O~tra~en1?ion"~ of. .the 
,, ,,.. •. _.. ••• • • ••• ( ~-~····~ ,_,~,.,· .. ····~··· ••• t ,,.., ,Li: .. ~~.\,. •'~~.:.;.:, ,; .. ,' ..... - -~•j•~ 

_J>,urposee • of_,.,:t!J~,Jl,C~: .. ~d- ~he.'~e,::fl¼.¾_'t,~r,1''.e,J.? :tt:,t:( tJ:.,~t, 'to " ••• •• - • . ~ .~ : · 
.. Any· offfoer· or employee: 1il• the::cetate 'clas·sif ied ':service : shall • . 

Teeign from·'thtf'service,.upon>"f.il"lng':aa a''cahdidate Ifort<pul>lic office.« 
(Civil Service Act, Section .29,;{2 ),._) ·•· • • ;;':/~t;;~t't.',.rs:ro~-.,:'·D'~rf 

For re:tnstatement ·. af.te~ ,~Jf;ati1>n J:eee::ru1JI1'1,i3Ii,U: 

,;. ,_ • 0 •. \ c,,f;~5~:;'};'.: St\~·,•rJo~i'}~?i};~~~~~~; ·(!•~t~ ~t~~i~.- ;:~-~;;'·;·~,:i~~i!',tit, . . 
Suspens1on.,.i:lt .. f.!t;: -,..L.!!lt~':i r,~t;''<'J.:l;.;t'._Jit~.rl;;t. re, fm-i ::'t'-,::_ .r, r..: d~.t~:~~~.b•,~.;v l};. :.rr.~• 

• ·: ., ·'. -{;"~w ·ftl{t11·111~t.tn~n, ~~J .. :i~"btJ~ ·.l:iti'! httr! n1·~•;,7 't-n'tb1'.!&oiill\,[<T"i;:.et i-:,:,~ 
· :: •:. : •• ·• ' .. _ •·-, :·:=i{~;~\.,.,,, ;"·!'-- ~ ,•1· ~'i.:;, _:~- ~-> ~~-:-..:. . -;~ :~f'f.,:,r:~;..~ ·-· ~--~ ;~·..,.., ·~·-~--·I': ,.,..,;,. .., .. -': . .i:.. ti;·'t ."-~· :.~ --- -/,:::/ ~ /.; :~ ,:. i _ .. ~i ~•'",'.:-,.~ :.- ·, · 

.. Ail appointing· authority ''llJB.y • suspend ·an ·employee W1-thout pa.:, ··-ror'\, • 
disciplinary reasons:;or' 1otlie'rt cause'/,\. . •h,::H·ph .;,·,:, ::,•; i-,t,:t•:,(:1 'l'.'.Jt .,;·,..,,;)J. : ·/".{;:!) 

• .,. • • .. f "d:!Jti~~·~~ .:i :fY. I 1, t"°r ;f- ~7·' .:: -

If the suspension :is for. e. ,period or periods exceeding 30 days .in 
any 12 month· period, the .reason~./:tberefor shall be furnished the em- . :,., ., • 
ployee and ·the director 1n • accordance w1 th 'Rule 12. 2 and, tbe permanent/~,. 

·;:~:~~\;jf{' ·'.';,-,·.:~;_\:·.~·· {_~, ::.:--,> -
r'\ '7A'.),~':;/:/, 'st;t"~/1. 

.,<.,J: -1.i,;.;.n,:_.,,_<'i~ • .:.3~.:S'·•=~ ·-· ·:;,"\,. • · : ... ~:;\\_~ .. ~-~,..-:,, 

.{ 
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employee concerned may demand a hearing. If the period or period.a 
of ·suspension 1n any 12 month period do not exceed a total of,: 30 • 
days, prompt notice of the suspension shall be given 1n writing to 
the director and every effort shall be made by the appointing au
thority to notify the employee but 1n such case the employee shall 
not be eligible to a hearing. • 

No seniority shall be acquired during the period of sus_pension. 

10.4 layoff • 

An appoint1ng·author1ty may lay 'off an employee in the classi
fied service by reason of abolition of positiOI?-, shortage of work or 
funds or other reasons outside the. employee 'e control which do not 
~fleet discredit on the servicea of the·employee. 

The duties formerly performed by laid off employees may be 
aesisned to other. permanent'.-civil service employees who~ 1n the 
opinion of the ·director, bold positions 1n ap~ropriate classes. . . , . . 

a. (?rder of .layoff 

layoff of probationar,Jor permanent employees shall be made. 
1n :inverse order'·9f seniority in the class of work in the agency 
or other organization unit involved .. • No ,probationary or perma
nent employee sba11 be ·laid off 'from any ~ition whi.le eny ·pro-

• vieional _ or temporary- appointee is continued in a position of. 
>the ;same class ·1n .t~e ·asency or other .organization -unit irivolved.' 

. , •~ ':where it is determined· that. two or more persons. in th~,·:class 
and ~rganization unit Jt,twhioh lay'off is to be. made have, equal • 
seniority, the order of· layoff ·in such t 1e , cases sha~l be 1n 1n-:," 
,verse,~rd•~· of_.:the,date;.Of, acquisition of .. permanen:t;·civil ·service 

- .. ___ --'-. 

.. status.-•:. .,,, .. · : •; -~ c , ,,;tit, ·)-~e!rr.:i'flto:,;,~t~• -~r-, • i3 ·, ~:!· "h1 : • ,·:c ,, • · • 
.~ .--· .. :,; •• -· .• --•-.-. '.:· _-_.: ft''•-~~·;.•·,~;."'f'.\.,.~~--''= •. ___ :~-. ~·.; ... ,. -'!.,,.·,,~,~~----.; ~--,~~+11:•.- ·:·•.: ·• .• • • .•. 

•· • ·· • :Where the'determinat'1on',of',aeniority .as 'provided ·above -:does • 
• not establish· def1Dite,1·aen1.ority71d1fferentie.1s;i::1;Jie' 1<>rder '~fc;-,,.·. 

. •• layoff shall be determined,iby the. avere.se of 'the \last two service . t .•• 
<'.:ratings., ;'if ·there are-':',two;:}~~;:the_.last:,_~uch:;rat1.tig/~}there~is·}{':':;:} 

only one; the .employee vitb;.~he, .1·owest suob :-average'or the ,,l~11t}\•~t 
•• ,, .': 1suc1t·rating being 1a1d~"Of'fJ'lf;:i~st!<T-:-cif'. no;·,serv1cefa·atings are~t1ltt-~:t 

>-ava.111able.,.the <>rder·,ot;4:,J.ayoff'J~ehall:'beiade~rmmed':b;y·"the·;,e;-ppo1nt~:): 
·•iFJng-.autbority ;-1n~ such'~'maiiner;;as~o~onserve.S1'.to'\tbe'ietat~~b ••• ' 

. ,jl~iif £iiii:::::l~~:::1~t: .. a~ir:\ 
· •·n,~;.'.>:."1n:t;p prganiza:t;ion•·,µn1:t~;;fo?'.~nm,-pos~,·9t,.~mpl(?J'~~t-t~·~1~yof~Jby1t\:·t 
' ~1"' •· '.::}.""·s·ubmi ttin' ·to·\tbe·~a~1n-.~ir1,,x-1 tteri~p1.iui"'f cfr"~sucb'tiiubd i vision ;to-'\r 
':; : ' :~·~;'.st!~llrt/!~~)tb~~i~;~~ifiii~t2#£~t;~,,;~.1f,e~{o~::~lie.~1.'. C,CJ? tHd,ii:;s~c~· 

. ,~, j . :,: .~rOpc?Sai ;;?d <"J~b~~l'1d! ig!{~~.~:,~a~e .~ir;r~ce~-~;.d,:.~~ .~s1;~e±1~8~_;,,,, • 
• .. organizationi~i~~JY;~~~~ille,';;a~ncy,..j.,,~}~uch orsanizati.ol!_.cmfts. JDay 

' be -~stablishea': on;~tf.;Ji;asili '\bf/geographic area; :·rwfotf01t'.o:f:01asa . 
, :" . ; • ! ,: .-:, ;,.;r~·:•,H·'••;.5'..t\...,,_. ;." .. ••' ,· . .,. ;~"U"' ~ , _-._.•;; , ,l, ;; 

. of .. emplo;yment and· • •• ., 'cliff,rent .for d1f:f'eren " lasses of ...... ~.._,.,_., 

• '~[I$? i,t~i 
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The director shall notify the appointing authority of estab
lishment of orga.nizat1on unite and such unite shall thereafter be 
used for empl~yment or layoff. 

The appointing authority shall poet a copy of such notice or 
shall distribute copies to notify e.ffected employees of· the es
tab}ishment of such unite. 

The director may cancel established organiza.tion units upon· 
notice to the appointing authority at-any time he deems such action 
to be in the beet interest of the state service. 

c. Seniority 

Seniority for ~urpoees of reemployment or layoff shall be ~he 
length of service in a specific class in a specific agency except 
as otherwise pro'Vided in rules 8.10 (c )., 10.5, 10~6 and 11.4 and 
shall be determined as follows:• 

• Seniority of. incumbent employees on .. June 30, '.!,940 shall rep
resent the actual total time worked in the agency for which payment 
was ms.de to and. including said date and shall be in. the class of 
employment to which the incumbent employee 'a position ia 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_tbe layoff li~t. 

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 int·erruption except as ;prov,i_ded, above. 

Any in~erruption of employment, not in excess of•fift~en days, 
becauee·of adverse weather conditions, shortage of materials or 
equipment or for other unexpected or unusual reasons, shall not be 
considered a layoff. · , a•. >,·i\! ,,;., - : .• , 

e. layoff Notice 

In the case of '~easo~~i, project, • intermittent,· part-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· euch'notice shall be considered to meet the require-
ments of Section 23 (2) of the Civi~. Se7:"yice ·Act.. • 

At least 15 days before-the effective date of a layoff 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 
d•irector the reasons there.for. In any case where an •.appointing 
authority refuses to certi.fy or fails to certify before the 
effective date thereof that ,the layoff vas for reasons not re
flecting discredit on the •employee it shall be -deemed a. dismissal 
and shall be subject to ,the J)rovieione concerning diamissa.l as 
provided in the c 1 vil service .. act. . 

,:_,,,i';,. 

. In every case of· 1ayoff -0f a probationary employee; the ap-
·. pointing authority shall give Yritten notice to the director end 
the employee. · Such notice'ahaii not be subject~-to the 15 day 
requirement applicable ·to ·;m,-ployees who have permanent civil. 
service status. , 

"-~- :1, -'.-._.;· :-- ?~;}_·-::~·" ,~--.,_ : ··:F~~::····· '""2;':!~,t:,1'"'"-'!<':/~. ;; .• ·,.·.'. ...... ,,.. ..... r 

·- ~ ~.:~· - ·::-·c, ..... - _._-_/ ~;._. ,i::::"t··:r ~ ,:.-•"' ... 

'f.·. --:Names ·of .I.aid Off "Employees to be Placed-.con~<Eligible Lists 
,; ., ·/·. ,, 

The names- of permanent -employees laid off or demoted 1n lieu 
of layoff ·seball be pla9ed ",;in ,order of seniority "<OD rthe -layoff 

... !.' n· ,,,,,list :i'or tbe class-.and;.age,n,cy,~or.-otber ·orgeniz.at:ton.•;llllit--,from 
which ·the -layoff took.:.place.,L1my :such employee rl!Bl' bave _his 

,:,i, :'.i;rf/".., • ;:)~.,:placed ,also iOn t.hti~reemployment ;list -by ,.submitting such re
h:1-·:quest-•·;in writing to :the'\11-irector 1n ,.;accordance. with rule 7. 4 . 

• -~~~ ,;'!lU.tc.\: ,; ',.·.~1· . ,. - :: • <,· :"t??t~~j~ii}i~'.~:}::;-:M) - ' ·• ·• ;. • ~ -
~:\E;t:,r:,;:;Tbe names of· probat{onar,~employeee ~1a1d')of,f:-or demoted in 

•' . _ · ~;:t,,D'.iieu ,:,of-,'1a.yoff; eball,;pe~]A.ced_.0in , order tOf,1';,.~~ip:r,:.ityr:0n the .lay;_ , ·' 
·;.~~t1~~c:~Btr,1:stck-0f ,;;;be'·,,;c la;~,:~l~e;e11c~V:to~ot'b~r1oz:eenizat ion ,3mj_ t ',· ,•,! ,,_ ·";'~-~~;;;:.~;:;: 

·,_j}: fromwb1ch~be ·1ayof:f.~oolt~J.a.cei.~tmie name·;of,xsuch :probationary' 
'.;;r;-': :employee -~reball ·elso -bet}~Storedoc;-to<:.its ::Original, place on tbe ,; - • 

*' -· .. • • '- .' •• -· .. ·.. ' • •• ,:.:c-~.;,:_¥:"'"'".'r,/<''"• "-•'." ·,<.• •• ••• - •• • 

• '- \,eligible ,,list 1'ro:in,wh1c .:_ t_:.:i,ae -:eert1f.1ed ·ror tbe probationary 
' ~mp~~~nt. • ' -- - • -

,1 o •. 5 De~~;~}?~,'.n'} ,:~\: , , .• 

• • ."::·~.:~1~;;1~t1ng authority :JDey 'emote-~ :eJrq:>loye~"-f~\-1.nefficient 
-perf~~-e/~~;-Jlie .duties, )f~~-~~cipliJ?a.ry _ :reaeons,_:~.-or :'.i'or !)tber .-,, ;n:st,,t:,.,:;;cc,s· 

,eood ,ca.use: • 1A written statement~1;O:f,,.:reasone for the :demotion of , 
,employee' 'llaving -permanent' ,etatus·~aha:il:}be ;.furnisbed•';,to \tbe employee') 
end a·-copy .filed with ,the :idirec.t_;;~n,r,.it,r.to the,~f.i'ective date of .. 
action.·} Such employee 'lllBY ;~,: cc> ,,,.';'itten-_~iequest;~timancf"'"'.llearing 

• • 'befo~ -;thEf;board as .providedf: • • -- ~;,:,;1 , • • -,,: 
·: .... ·-.:~,: 11i ... ~r~· .. .-.·>·_:_ ·-::/'~5J·i/'··•· • 

: ; :,;·,i,i,1i;!~e;fl?::t:g e::~t;re , J~!;~;;. ;icase ·:en 'i8mpl 
,➔, .. ,! -., ' ' . . . . . .. ·-Wi>,·,,·, . ;,;,,-. . ·'•.!-' , ,,, . . . , -; ,._, .. 

. , ··:o. shall . .not _'have ,the ,_right i:to;bear~g.;cm,·1:ctbe)demot'.1~. . . ::-shall ;lla 
i;~~!~;;~ts ::n~'.'p;aced .:~·, t,he : ia;;~!f{ ·- :~~ii,~r?:he i~~l~.~~~;:.:.~~k~~i~ll:.: be ~s,; 

. ;:,·:·moted~:f•z:·No emplo;vee so -aemot1td: ai1Jdfeplace ·a~.'.J)Br:manent employee,, 
,,:'i,i?•.'e:xcept¥1Il;order.of. seniorit . .,~· ·e~e;..1:ned -1mdei,~1e}t10.i. (c')~ ~;i/k . 

. ~~}::\ ·:.:~17/:.~}f~~t;r$}t·:i:1:.:,_tt?:,\, A,.//~~y . .' \ i;~_'.--~~~·;;;:i'.~~~~~~1)-ttt~>~~·;:r;;·' .~. ~~.~~~~~¥,1i·!(:··-.,·c~J.l<: ;-'. ;,~.--;~_:tft:i.:'..:.~i.. . ' . 
. ·., ·J~1i/SeniorJ.ty on demotion s • •• e.,climited to service in the agency ,cid; _ 
sball. include seniority 1n;:t, ·- ee:·:£0 which ·•demot1.on'•;occurs, \in t,all '.::·.,:::.:;~\. 
s1m1laricie.eses :as determine' 'bet:a1rector and:,~1n~iillii:b1gher.·1'la&ses.\ct;\i 

f, • • ·~ .• .. ! {{, .c '.}-rt~~~//zi#}i;i4>;~ · -Y~-~/\;>-=.:~£~;il~~:)t\':/.;, .. ~~: .. ~~-i!);' t c._:~ •. ~ :.~.:·-:>- :·::\ :_~ • .·• -~, -· '>··_ 

.';\ ,;,c;:i ,·:.)'.:,.An /employee, ;'.:because ·_of .;::reinstatement of 

.::•, -'b",: , ..• i),~ffi~{{i\( 
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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 be elects to be laid off. In 
either.event the name of such employee shall be placed on the appro
priate layoff or reemployment lists. 

10.6 Dismissal 

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

No employee who bas permanent civil service status shall be dis
missed from his position except for just cause. Any such employee who 
is dismissed may demand a hearing before.the Civil Service·Boa~d in the 
manner prescribed by rule 12.2. 

~'Any employee who wilfully practiced, or attempted to practice, 
any deception or fraud in bis application, in hie certificate, 1n·h1s 
examination, or in securing his eiigibility or appointment, shall, 
upon discovery and proqf thereof, be removed and discharged. Charges 
alleging such deception or fraud may be initiated by the bead of the 
department in which the employee iaworking at the time, or by the 
director of civil service, in conformity with the provisions of this 
section relating to notice of discharge and bearing before the civil 
service board.~• (Civil Service Act as a.mended, Section 21J) (See Rule 
12.2) • 

•. . 
- !- j. i." ·;;:_ ~ .. ~ 

I 



RUIE 11 

'.REINSTATEMENT 

11.1 Reinstatement by Order oi Civil Service Board 
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Upon reinstatement of an employee by order of the board, the 
employee who has replaced the eD1;-ployee ordered re instated shall be. 
removed from the position be occupies with due regard for hie 
rie:}lts to other employment in state service. 

\ . 

. Except as otherwise provided 1D the Order of the Board the 
status and seniority of an employee so reinstated ·shall be the 
same· as if the action resulting 1n the :Board Orde:r had never 
occurred. 

"' ,. 

11.2 Reinstatement from_ Leave of Absence 
• 

Except as otherwise pro•ided by law, a permanent· ~r proba-
tionary employee gt"anted' a leave of absence must be returned to 
his empioyment at the e:rpirat'1011 of hie leave unless tbe' position 
be occupied baa been abolishe-ci-'.a.nd no person with lees ·seniority· 
or status is 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.bis 

·employment.at any time prior to the expiration of hie leave by the 
action of the appointing authority ".'in filing -,,,ritten~-notice -of 
such action with the director ,of -,civil :--service. 

,._, __ ¥, ;,·';. :--:--:.:. ·1:.~,;·,~1-~-~'-'i' .•. 

_The name of a permanent ,\o;:~ob~tionary employee wbo,:is J.aid 
off ·prtor ·to .the expiration -of-.his cleave because of abqlition ,of"· 
his position as above provided.shall be placed on the appropriate 

_ ~\1~fb1ey_~f;3~f. as :pro~1d!\::~t-'.r'1;I,,!o.4 (f). • • ·_}~t.: • 

. ,, ,):;tf:A. ,permanent or .probatf011~rj>employee who .is denied:Nin-::}:: 
1 .statement ;by 'hie appo1nting°f8.utlior1ty ·prior to .tpe expiration'.of 
••• -llis0"'~eave ,-shall have bis· name;J,iaoed i•on the 11ppropriate};eligible 
,)list. as 1>rovided ~in rule).Q1~;4)'(t);~o17.-1a1d off einployees:5it1Bucb · 

., '•-1. :-" \.·. : .. • • . •• c - ,.. • ; ' _:;__~•- .• -:-·,- '.-,·.--':!~···. . - - - ....... ~,. .. :~,,-""'. -

act.ion shall :not affect /jtbe ',l"is}lt:~t. ·the employee to· ereturn\;t·o • • • • 
, • -·,emp~oyment at 11tbe expiriltion'¾:>f H•i",:?Jleave of flbeence :ar3'}~bov,r%pro~ _ 
)'f,!v1ded)~1ess iie• "sha11·:bave /been}appointed -from ·,eitber~ucb' ~1.st 

' • ; ./{ ' .• <•. -,;.~1-'· _'.~- -,,.,-; ~-~ - ... ''.'.:';',: : ·, .,,.,· '. " • • . - '. _,_ :. , '-1~·1;;.. • .·-· - -i :,: "!;,.,,., • < - - '• a'.-'~/-/;.):, 

. ·._.;"'Z'\l>r,:i,.9.~" _ otithe"'-/~ate,'Of ,expiration•?Of~ia ·1eave:,0f;i,absenc 
. 'J( i ,1l~2 C ,,, ~t\t,~:{}~-

ation -of•Iaave 'sdf:iAbserice - • 

,- . ·.··· .·.' ' .. ,, . - .. , • . ,,;\});~ii~~;: , •• • ~~}l'.lt:t? 
'" pon,~itten approval;:. ___ -. e <director. miappointing authority., 
i:\~··._~,;;,-•·•.·;'••'i),:;·:-·"°•:".•;,a,.·. · ··,,.,,.,-,,::.~· ,#,-, ..... ..;;z•,.,(-'",:'.::.._~.~,.,;;>"- t·~v~ • ', ',. ,-· · ,..,., ·;o. 

_--.. 11111,.:~~?,~~e·,~ .f'ormerr~r,C?,l>atf~Sf,lil?'r'',,e~ent employe_,.·.;to ,• - , 
-pos1t1on1~ ;his_. former class1iwitbin',:1one . year of the date ,of ·resig
nat1on"''<>~J~xpir.at1on ·of ·1eave';;~t:]rab'sence. Seniority - • • • • 

' ., ·'·~"'\:- .:.;,•//i - , • - ,.. ~, ,,,, ... J. ·<!!j;_~«H--M1-·, • • • .• ~~ • 

statement\;sball'be oalcula~e •' ••• rovided_ w .rule ·11 .. 



, I , 

Pase 44 

such former· employee shal} be reinstated directly as_provided in this 
rule if a layoff list exists for tbe class and agency or organization 
.unit but such former employee may make application to have bis name 

• p~aced on.the re~mploymept liet.ae·provided by rule 7.4. 

• ii. 4 Resto,ra.t1on of ·Senio:r1t:v 
.• 

a·. An employee who baa been employed continuously by the state and 
who voluntarily left employment 1n one agency to enter employment 
in another agency shall have the seniority at the tim~ of termina

. tion of services. in the first a~ncy reinstated upon hie reemploy-
ment in that a.gen cy. • 

b. Seniority of a former employee who is reinstated or appointed 
from a reemployment 11st shall begin on the date of reemployment 
in the state .service; provided that 1n event reemployment is in 
the agency from which the termination of services was effected, 
the seniority at the time of termination shall be restored at the 
request of the appointing authority. 

I 

· .• '. .. 

.. 

·i ,. 
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•. A'PPEALS, ·INVESTIGATIONS AND: Bi!:AR'INGS '.~·; 
:· .. ,r.,,. -;.•.L: • :~~~.-:.. 

12.1 Appeals 
' '-~,-

a. Appeal from exBJ11ination Te.tings 
_-. .:; ·~ ; ~: 

Any .compe.titor may e.ppeaL;to the .. ,director for reconei.deration -of 
bis rating ,1n,,any examination., w11;b~::th1rty de.ye after the•,date of· 
mailing ;t0)1lll,of notice .of hie :ratings, by .written· request :to the 
director ·ro~. Teview of., such .ratings • .,. ~e .. dii:ector shall grant such 

. review ~ ,;the .1ftvent that reasons .satiefactor_y. to him are preeented 
therefor;;.,'.Slld~lll!iY ,change the ratings, ,of the .. competitor if, upon such 

•-review, ,.i't;.~~~.Je~~rm~ed. that. ~i,error ~a~ l!IB.de. in ,th~ original • 
rating .• ,.1;tf. !iJ~gh .. review shall d+sclose ,errors affecting the ·ratings 
of. other competit,ors, then· the : ~vie~: may_ be ex:t;ended to. the, ratings 
of such, other. ;~ompetit.ors .- . Bo ,.change made .1n, -:the. -i:atinga of. any com
petJ~~r; _1j1hai1 . inyal.idate or .. ,in an1-::-¥B.Y:·.affect ~Y;.t.'f11.PP?!ntment .already 
made as/a."resuit .of any orig1nal :rat.1ng-.~h1ch .may,,,.bave.,been chansed 

• pur~~i-~};~1111~i~~l~:•·, •. ·:::~:.i:it~::iif~~~5~:.;i~;,t!~~:ir:'.::~:·; • • 
b. rom allocation. or reallocation :of.''1)0B1.tiO?lB •• , • ' 

•:·: ~:~-.:::·~.~::f t:i;~JSti-: ~--.-- . ~ .~-:: ·,:.~:/;~\:. -... ·· . 
• . Any :emplo,ee4lf.fected--by .. allocat1on;or.-rea.llocat1on of hie '.l)oei-

• tion: eh~'i:i,;"tjtppir~1tten requesi.,·~ ~:t~ntitled -~O ··~. ~i,~;i.~~rom .~he 
_. action_~o,;~~!;EJ~11.:,:eerv1ce-~boa~~ .... ~Y..::. s.uch • a.pp~.a.;l.-6~~1 .. ~,.,~de:,,.: .. ~-'-:- _ ..... 
w1tll1n ;Jp~~~l~YJJI J°f?1'1 'the :~a.l~~r~~¥~~atJ:SJ!l~t',·~lio_c~t,J0t1~0:r-_ Te- . 
alloca:ti~~~~al~ .1nclud~.:::a.,~_~e.'P!~:i;,~~ o:f.:.:tht, ba,sJ,~,,f Pl'\:,sucll,;appeal· ..... . 

• as 1r.-e11,asie:rJ:!!1?i;e+and wr.1t_t~I.l;J~:t,~i~t!<'speo1f.1(?e.lly ·settiJlg~~rt~ . . .. 
all ad~1t1.ona}Sf~~ts tother :than ':'tbos.e.·•eonetitutin,g '.~1;part ~of ,:;the j ,L· • 

civil ;serv1~~:Lf;1.lee:1"hich. th«!:~mpl'9J'~~jaeei~,=, _con~idere.C,. .1>Y.,;·_the;.lioard 
in connectic:>n'iwith 'the appeal.-... 'The::l>oard eball :review such material.- · 
endtmake, :'3.~~i:P.~tet:r;mination* t~b.1c)l~h~~,:~ f,1na.l .. -,,i:r:be;f.8J11Ployee. ~,shall 
be ~p1i·~f'j~f- ·- - ..,,-.1.tins .ofi~. • • • • !.e~~~e~~tion:;~pon)~h~ p~al. _ .:·· 

.-;~::fr~. -"~.:z . s¥~11!'.Ef~~!~~~"'--e/1,€'~:<:<· 
·., ,,., , .. _.-'</l'h~_"di~_g;'9l" ~hall;~C!t~Y!~~±o~~~der.·~y$~~test~~an~,-j,any.•~::;;1,·::~-:'.:'t,:~.·• 

-· ~-
touching ;~h n'f'orcement:,ien e;t-prov1eione • • 

' : , , • < .. ,.,:;,•·~c-,:--- • .. ,c .• .;_•.. .• ·.\:o.;;~.-"''l>·~· ,,'!-•'-'~~:, .;_~~*-•i./~:~ 1J. 

,these,,:rulee~d:%regulat1 •• -,~ hereunder.: 
. --~~~~,;,_·}·~~~_;:~,~1~:ti~~~;···· • ·:;;VY~~~~/J'~{::~f •ll~~;. .,-, -

:-•::--•••"f':"The1e. icer''.board.:;s c and ".dons1 
• :· '-: (by"'~>e~pi. . :>O'i7~ai>i>i1nt1ns~t1t:a. . . l=t1~aiii!l;•ttei?!c'bnc,;:; ~. 

: • •• the':aam1n1·.tr:t1oii'-or tiie~c.~iiici~iilese~ruies;:)1na~'8.1-ter"V;,;uQ .. 
. 'SEii1oii';an"'a~eKring~ort'e1ther:'~•' \ ':ieih~s~thert:'1,oai-d::milc1eeJn :dee iie. . . /: ... · 

,~. ...-,. '1-!•..-• •~•,-',<c •-~~ .. .,.•.,, i".\ ... ~t'. •"''p1.:--• •- • - ~x-.,t,.,.;,1:_.~~f,;.:,:,a\\•• •I(~~._' C •;y,,...-_-.j.i • ,j;;.,.:,,,~ ... - ~,,i•~•'i•.~i-, .,.{' ~ -:.-;(1o''iii:'il-~.'O',V:,-: 

. 1n. any .,cae~:~ :'.;lsllall indicate.·. irec~or such remed1ar· act'1ap .;.as 3.:: ~:":-- • - • -,}:j:;;t~4~:LJ~ -1' ?.r~t~ :~•~'. • ,~./ .. 

• ' d. Not:; oun ,. 13:technical ;rul , , . . nee .... :.•-c' 
,?<:'.'. ',P"•>'0'?;')\~J';~~~<?fVil;·:if"•\'\' .!:'..\,u:0,':~~~;;f":~~'a:.c.•~ ' ., . . iv,, t;. . ..,,;.. ·. 

• • The . board. and the director/?ln \conducting hear~ss . and ;,:.1n~et1- •· • • 
gationa;:1n·:accordance :with the .irov.1s1ons of the 'Civil Serv:ice,Act/-and'-. ;t··.': 

~ · :-.f-~"'~T_.,iN~':t\"',-. ' • i:• ~ ,,-"'\~/~~f ~;<_..l.t\1l(t•·~~i ... ~~. -.. , , ~ , •. ,J •• ~~--- ~c>f~• , • 
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the rules and regulations eetablished thereunder, shall not be bound 
by technical rules of evidence. (See Civil Service Act; Section 7 
(4) ) 

e. Subpoena and witness fees 

"The civil ser.v1ce board or the director of the civil service 
when authorized by a-majority vote of the board may issue subpoenas 
to compel the attendance at such place a~ may be desisnated 1n this 
state of witnesses end the production of books and papers pertinent 
to any inquiry or investigation authorized by this act; or may take 
depositions of witnesses 1n tbe manner provided by Mason's. Minnesota 
Statutes of 1927, sections 9820 to 9838 inclusive. _· Subpoenas shall 
also be issued at the request of the parties to tbe proceedings 
other than the board and the director. The board or any member . 
thereof 1 or the director when authorized by the board, may ad.minister 
oaths and take testilDony. The board or the director may examine such 
public records as they require 1n relation to an;y matter which they 
have authority to investigate. All officers and other persons shall 
attend and testify when required to do so by the board, or by the 
director when authorized by the board." (Civil Service Act, Section 
7 (1 )"·) • 

"In case of the refusal of any person to comply with any sub
poena issued hereunder or to testify to any matter regarding which 
be may be lavf'ully interrogated, the district court of any county,. on 
application of any one. of the.members of the board, or.of the director 
when authorized by the board, may issue an order requiring such 
person to comply.with such subpoena and to testify; and any failure 
to obey such order of the court may be punished by ~be court as a con
tempt thereof. 41 . (Civil Service Act, Section 7 (2)) 

~ch person not in the classified or unclassified services who 
appears before the board or the director by order shall receive for 
his attendance tbe fees and mileage provided for witnesses 1n civil 
actions in the district court, which fees and mileage shall be __ 
audited and paid by the state upon presentation of proper vouchers_.· 
Witnesses subpoenaed at the request of.parties other than the board 
or the director shall be· entitled to compensation fromtbe state for 
attendance -or travel only if the boe.rd·certifiea that the testimony 
of such witnesses was relevant and material to the matter investigated. 41 

(Civil Service Act, Section 7 (3) ) • 

In accordance with district court procedure, the compensation 
payable to.witnesses ·other than state employees, shall be one dollar / 
• • • -· • • per day and su. cents per mile for travel, for one round trip only;· 
that is, to and :from hie residence. No compensation beyond the one 
dollar per day fee shall be paid for time lost from work. Provided, 
however, tbat employees in the classified or unclassified services of 
the state required to appear before the civil service board or the , 
director by subpoena shall receive their regular rate of pay from the 
asency 1n which they are employed :for the period of such appearance 

- '- ,t .,..'.,,;:.• 
ti.. ' 

. . ' 
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and if subpoenaed by a state depa.rtment,.board or commieeion they 
~ball be.paid for mileage at the regular state rate by the state de
partment, board or commission compelling their appearance. 

12. 2 Hearings 

The civil service board· shall hold hearings as provided by 
Section 24 of the_eiv1l service act which reads in pa.rt as follows: 

"'No permanent employee in the classified service under tb~ pro
visions of this act or the rules made pursuant thereto shall be re
moved, discharged, suspended without pay 'i'or more than 30 days, or 
·reduced ·1n .pay -or position e:rcept for just cause, which shall not. be 
religious or ptil1t1cal . .- In case of any ,such disciplinary action as 

' - . •• I 

enumerated above, in this section, the_.employee shall, b~fore such 
action is· taken,· be furnished with a statement 1n writing specifi
cally setting forth the reasons for such disciplinary actiai:i.· A 
copy of such statement shall be filed with the:director-of ,civil 
service prior .to tlle effective date thereof.;..,.~ • '·· • . . '\ .,.. . . . . 

~Such emplo;;e,/:~~~~ written.req;;~t to··~h;·,civ11 service .board 
made within 30 days thereafter,. may demand-a hearing to determine 
tbe reasonableness o:f such action and the board shall grant the em- ----------- ~ -
ployee a hearing :v1th1ri -45 days after receipt .. ,of such .request. · ln 
the event such hearing ::is .. not held within :the 45:-day. per1od ~herein ,: 
specified;..;fol,lowing·,receipt :-Of _reque·st .•. tor~uch'hearing,/:~hezi\the'c.,,,_,s
employee sbellilie: .:r.ortbwith reinstat~if:inihi!rPOS1t1on vith-;i"ulFpay ·, '.: 

.. for lost_t~;;,;t,ut;.:this/ehall not jeopardize:the .rigbt o_f :the 'board: •·. _-··--•--
--<-~ •. .,,,, -- •• , .• ,. , •• .,.+.,._,-.,..~, .. :· ..,:_ ,.,_ ....... -.~• - __ .._- ··>j:···Lr-·&- . • ' • 

. to fmally:;determine "'the ,JJJatter :at a 0.11:t:!,t:~irt\~te. ,,After hearing and 7,·,, • • 
•• considering tbe~evidence ·for and. against such disciplinary action, .,. ;.'.~ -~ 

tbe board -shell -approve ·or ··disapprove the:;,act'ion·;·· In case 'or ap~ ' :J~- ----~ 
proval?the ·•disciplinary 1action shall ~e ideemed: f'inal•:~s ordered •. ''In,':~f;'.?{\h • 

•. ,· case .of d1sapprovaL:the ~boardt'>Shall •-reinstate~ihe .,employee ''Under-· .,_ •• '.::'~~~:::{f;.,_ 
- such : conditions eas ti t_:1deeme ·_ 1>roperf ~.and ,JD&y,{order · ·full pay_._,f or. :;lost ./,~:;, __ ;::>: • 

-~:':,,~::;~fut~:~f!:~~~y·_.:;~l::1~it~~~ , -• : ••• ,, ·-~\~~~~~1~s.·;:_· ;:~ _ 
. ..- ~If .. the,board -~1Dde/that-iithe_,disc1plinary-action was f()r-Teligioue 0 : 

or pol1t1calr:rea.eons_~-·~1;hen~he'.'employee,;~1!~;!:~ortbwith ~e,~1ns~att:_":·· 
.1n .his._position·'lllld .. '.J>e .. re:1mburaed .fo;rs'mly:· OBS :of'\:PaY ,·•occa~ioned\b,-·'"' 
such. d1scip1in&rJ'·,·;,a:ction,.1,,{t:ic1v11 -,Seui -.,.t~s emendeo.'.'t~ct1on • 

,- P"·G ;~. ~~'¼~ • • • '' • • ' - ~}?:c; ;: If. 
'· ··?'.i. ~: porary .emp o ee 

.~·-

• ':-Sha· '". ded:Ci?{ • 
, -ae ~1-~J':."}P:f; 

. -.... ~,;. •. 

of' the)Civ:tf_: 
d1sc1plinary\a. 
reasonablerie·e·a 

~ ' ";- . • ::}- ~::;;,· ;:· 
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P.ULE 13 

HOURS OF WORK .AND LEAVES OF .ABSENCE 

13.1 Hours of Work 

Eight hours of work shall constit"4te a normal work day and forty 
hours a minimum work week. Whenever necessary, informational and 
othe?" essential services shall be rendered on Saturday morning and 
overtime so worked shall be compensated for by time off or cash pay
ment. When _an appo~ting authority determines that operating condi
tions makes such action necessary, he may establish a vork week in 
e.:xcess of forty hours by filing an alternative schedule of hours and 
a statement of the reasons for such action•with the director. When 
such action is taken by the appointing authority, the work week of 
all affected employees shall be as specified in the alterne.tive sched
ule. 

Work schedules requiring more than eight hours of work per day 
shall be effective only if the statement accompaiiy'frrs the alternative 
schedule specifically states the emergency within the meaning of 
Ma.son 's Minnesota Statutes of 1927, Sections 4o88 and 4o89 making a 
work day in excess of eight hours necessary. 

"4o88---No person employed in manual labor upon any work for the 
state, whether such work be done by contract or otherwise, 

. shall be required or permitt"ed ·to le.bar more then eight houre 
in any calendar day eycept in cases of extraordinary emergenc;y 
ca.used by fire, flood or danger to life and property, military 
or naval employment in time of 'war, and road work." 

"4089---Eight hours shall coi:istitute a day's work for all 
le.borers, workmen, mechanics, prison guards, janitors of public 
institutions, or other persons now employed or who may here
after be employed by or on hehalf of the state of Minnesota, 
except in cases of e:rtraordinary emergency which may arise in 
time of war, or in cases where it may be necessary to.work more 
than eight hours per calendar day for the ·protection of prop-
erty or human life." • 

Tbe director and the connniesioner of ~dministratlon shall pre
ecribe-by·Joint regulation the actual hours of employment ~or any or 
all employees in the state service whenever such -action in their 
opinion is in the best interests of the state ser.vice ~ , Appeal from 
such action may be made .1n writing to the civil service board and the 
action of the board thereon shall be final. :,- .. • --' • • I 

1,. 2 Overt 1me 

Eacb appointing authority requiring or permitting work beyond 
the established work schedule shall prepare written regulations 
governing such overtime which 1sball include the following: 

,., 
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· a. Conditions under which cash payment for overtime· 1s author
ized. 'Rates for caeb payment shall be in accord with 
rule 5.5. 

b.. Conditions under wbich compensatory time off may be accrued, 
used or cancelled including the policies. to· be followed at 

· L. .time .au empl9yee . . is separated . from service .. 
-~·-. ·. . . ....... _.,·-.- •. - .. '.,~~~.-;,, .. - .. 

• •·X•f;c~ - Coiid1tions ~d._e~··which neither compensato~:i1me off nor 
overtime :payment in cash will be allowed.· • •• • 

.,· ~- (t.~:shch_.~gul~tions governing overtime shall be' effec0ti~·when ap
,. proved by''the· commissioner of .. e.dministrat·1on .and •• the 'ciirector and -

shall ·re~1n' in effect until cancell~d in writing b;{the· appointing 
a~hority, the director, or the commissioner of administration. 

T.lle appointing authority~.she.ll. poa~ or .d1strJbute, copies ·of 
regulat.ions so approved in ·-.order to inf onn" affected ,employees. 

. " . . . 
::½.'; e,-•·· • -!- •• . t<- ., ~-- ""'::' .r:-,,~-•-~~..-.,, ;· • . _:_::;.:,_;' ~.:._:.:.·-..,.;._;~'1- c~ . • 

• ''No compensatory time off''-or~ cash payment 1-for overtime work 
ordered·.,by'-'tbe ,appointuie:'au.~o:rity or· ·voluntarily::i,errormed by the 

. -- "'·x-;;. ·~· ,,~).;,. ·-· -: .. _,_,,., , _:,.-..:-,- . . :-:: . 

employee-·sball be allowed·'Unless Tegulations are·ef.fective ae above 
provided . 
.':· ;-··. ·-•'· ·--· ' ; ... .:1 -~ ~. ? • • • 

13 .:, . ,.·-Holid~;S·;(-;..;;:;t,:.:ti:;:'::'s;;e ' • 
• ::. :_~" •..• ,.,. - . •'. - -- . _ .• , ... ..:,. ~,-..-_,...:.,f'.l,....;,- - ·--· -., '·. ~~, .,,_..., 

• _;_.·~~ -~~ ·,'~~r ·,~~ ?,-::~:~:_- • -.0:;~- :· ~ ~ • ~:< ~-::·.~ \~ ·:; ,:~ :.-.~~-----~~~~~~~~,~;i~mr-:~~~~~-~-~ ~-if:·;__ "' -.. _: ~ :. : :~ '.":. ~ ' -l[ _ , 

• ,·. .,:;t The- following 1md<;any .:other:~ays ,designated ,by :the eovernor or 
• :,._ Jmd~i-_:rhis 1-authority .: aret ;,~911day~;'8nc!11~ompensatory :·,~_ime _:-off shall be 

... '.'allowed 'for vork done.,,on~?tbeae,~s:;,except .. wbere .pe.yment is allowed 

:,:JfiSi~:~;J:;~;!~::~:1;t.~ .. • .. • .... • 
•• '·a-"--: ,-r~-1~,,"-'ashington •s·B1rth "·-t, ,•Armistice ~,~Q-1,1,.!ii.'J'"--' ;. :,.• ' 

• } ::.':\b~'[~1',;;·+:aood~idajaf; • • ;'£~:i}numkagivin'g"~"~~sr-;tr,,~·-,: )i,~ 

• '. .. ;!f}!~;r==~ ~·tJ~"~l~'@t~t<''·~~~;: 
'"'''l~~;"ii-:tfi.li.t·''~~"'!f.1:b' ·:e•',l)j,:,.r ·,1,;'i.rj, ~·'"""'I "!'!itia\"' - • 

·.?~rl~~~~,ai~qs~~=~~~~ 
.·. ·':·f, . • t:\Y;fir;;t<~:f·' 

13.4 \Absence;W1thoutiaave 
':',f#Jftg. •. lf1:~4':3'''~1:;t:> ·:/:}~;,., . ,,.,, .. , .. 
· :· ,•~lfhifiirty-h11 •rabsence :Of_:an1e~pl,01.~e~~em~utJ'~~;f~~~,it_, .. /~-~utborized by_ '} .. 

;~,::,, '~-:SJX'~if'.1.c 'grant- of: leavej?f#~b~eno~?,under.z~~~ifWJY)'!t:1i~s of these.•·, ..,, •• 
, ::.::,rule,s~or .. ~taken'as .e~med' ann~;· :a.ea~,;!Lbout *p~41!~%.P~r!i;?~illhall be deemed 

• ,:to.,:ibe_ ,an!:9baence ·w1~hout·•ipay.!~:,;1"nJ':;,Jituch•'8bs~, • ,· ~al!~,be without ·i,ay 
· end 111ayi'l>e.imade grounds -for disciplinary action ':"tthe absence 

.such ,.d1scipl1na;ry action ant:emi,loyee who. absents ·.'bimself 'for three 
consecutiw days without leaye;i,Sball'.ibedeemed·':'.''•~\· ave resisned, but 

• ' 'r'~;?,J~t • • '· • ~{i2';,,• < • <c • ··r:,-: • 



such absence may be covered by a subsequent grant of leave without 
pay in accordance with Rule 13.14. 

13.5 Absence Eecauee of Illness or Injury for which Compensation is laid 
by the State 

Any employee so .absent shall be entitled to immediate return 
to actual employment in order of seniority upon appropriate release 
from compensation. 

Such employee during the period of compensation payments shall be 
entitled to all the benefits of the Civil Service Act and Rules 
except salary payment and annual and sick leave accrual, the same as 
if be were actually working. • 

13 .6 General Regulations Governing Leaves of Absence With Pay 

So far as practicable, grants of leave shall be made prior to 
the beginning of the periods of absence and no payment for any 
absence shall be made until the leave is properly approved. 

Accumulations of sick leave may be computed ·from January 1, 1938 
where departmental practice or procedure granted sick leave rights or 
privilesee prior to April 10, 1940. No accumulations prior to April 
10, 1940 shall be recognized in other instances. 

Absences of less than five working days shall be charged at the 
rate·of one day for·eacb working day absent.· Absences of five days 
or more shall be'cbarged at the rate of five working days per calendar 
week. Deductions shall not be made from leave accumulations for holi
days; non-work de.ye o~. non-work part days occurring at the beginning, 
during, or at the end of a period of leave with pay .if the employee 
returns to work on the first dey thereafter or is granted additional_ 
leave wi~bout pay .• ,.~.,,-;~' · ... 

. -
Accrual of vacation leave and sick leave during the period of 

leave of absence with:pay .shell occur only if_. the employee returns to 
his employment on·theji'irst working day.following the expiration of 
such leave with pay or,:;i_s granted addit.iona~;leave wit~out pay. 

13.7 .Vacation Leave 

Each employee in·•:tbe classified service shall earn vacation 
with pay at the rate 0 of one working day.for each full ·month ~f ser-

I 

vice. Appointing authorities she.11 • determine the time at which vacation 
leave may be taken.·· No vacation leave shall be granted during the 
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first su months of service, but upon satisfactory completion of such 
period, vacation leave shall accrue to the employee for the time served. 
Unused vacation leave may be accumulated to a total of-twenty-four • 
·working days provided, however, that an employee who .is.about to lose 
a de.yof -vacation.leave because of the limitation of accrual imposed 
by this rule, upon advance notice:,-to tbe appointing authority, JDay 

-e.bsent bimeelf with .or without tbe consent of his appointing _authority 
to prevent the. loss of such day;· and action so taken by >the· employee 
shall not constitute a basis :f'or-:disciplinary action or loss of pay. 

Any employee 'Who is separated 'from the state service by layoff, 
res1snat1on, death or othe_nrise and any employee who is traneferreil 
or who accepts ,employment under.the Jurisdiction of a new appoint-
ing authority-of ·the state sball,bt9,ent1tled upon .such separation, 
transfer, - or -acceptance ·of .such :~ew employment ·to pay for -any unused 
portion-of b1a·annual leave allowance. 

13.8 Sick Iaave- ::_::·_-

Sick 'leave ·shall be e~ "by each·- employee 1n tbe: 6lassif1ed 
service"'at>·~be ra~-'of one worldng-·d.ay-.:for each full ,.month of service. 
Unused -sick leave my be accumtile:\~d ·to a total of on~ hundred vorking 

~·- , • -. - __ :~_tt;~":, - .. > - ~-~- I 
. hpl.0Yeea !'81 ntillle th_•J~\\U,:~O!• of ,a1cl<:196; CID the ~~.,,,,::-t~L 
of application ·therefor .appro~cl,;~by:ithei'r respective :-appoin~ing .-~~~'" ";'=, • -,~i~~at-'.'.;.' , 
•authorities.-anci reported. to ,\'.t,h-,}dj,rector; for.eJ>~onces,:nece-seitated ,1>y -.,,, ;,;,i}•tE,.'!, • 

• • • • • "-.·. '~ -i•...-::-•·~ •• ·:;,c ' \ .. , • ' '.. ~~~. -~ •• - ~ t -• 

1nab111ti to perform tbe duti:es:f!ofi:~eir po_sitions by-:r.eaeon of 111- .., • 
·riees or injury, _by ne'cessity~or~;ntal care, by .exposure.::to ·contagious 
diseasei:under· c1rcaetancea.J1n~iob·:-tbe :health of',·tbe _·employees~ith ' _ 
-vhom,·,associated .or members ·;0f~e:Y.l)ublic~necessarUyrdealt,·witb would . 
be tendanseredxby. attendance _on_:;.duty~·: 01_" .-by illness :or,'!d19atb -in the im- , 
mediate /tam111ee. of -the cemploy~es.'-for fJ!IU(?b peri.e>ds.~s;,s:tlle-;at1;endance - -• 

0~.1=:~~=;i~!~:!1~f.;.::~,c,ee~~:;;1}~~s;~2\~~;;;~·-----.. fi~:'~t •• '.~ C"'C·.,. ,.··~ .. 

· ,- . -A"-f'omf"~·state .-employe -:~.reappo1ntecf ,ritb1n -~bree _years tOf : 
, ; _ , ,• • •. ~_.: ~-,·,::}_ • • • ~?., . •r ",P"<"';+ -· • ·-. ,;-n.-~ ~'e><e•.c ·,;:.:_,,:••:,..,: . ,. 

his ,separation.~~rom ,the -,ae der,tbe provisions~of~he ::act .,end .. 
' • ·'1111 - ;· i ;.=J;,-~if~.~_.r,i. ,_.,· ·? e: -._c,.,--:·{;r-;;--':·.:,>' .- ·-· ··~ ._,..~...,."J;C..i::~~rYl-"":"_-.. ~~r, ~--·r-f.1.','_, -~·-"':'-!--. • ... 

tbeee rules,,e:rcept _.as .a :'PT<? .. l;i~:~•rsency -app9J.~t~,; :;JD!11 .. Jiave . 

::,_:- .. ~is· . . P.~rio~!U!l_}?·C·_·QU·. ·.1 .. ate~J '.jnie~~ba._ : .• • .•. !en., ce~tJ_!;~ .. ~l .. !'.:_k.~.~a,,~.•.-_ve. '.'e1.~~.r1· •. !9 ..• -~.~.·. lm.· .· .. d 
p1,c,-d •· t'bivt{credit ::uP .. C?Jl.2a ~11!,Dew',appg1!?tm • f~~"'~9ti~~~ /·?::__,. 

~ tri:ttf.:D~ ;Jt?. ,r~~•!i;,, . .<;"',1l·r·1 
• ·\~g:;=i:.~1~:1t1ttit 

·. _ -. . .. ee:~ho !.:ist~ran tQ;ttbej,jur,isdicti _·. . ·,r "an~tberj,ap.:-·. •• _ 
_ poin~~- . . 0 ·f•ority;~or.twho,(" - ,_ ·1c:,yment1mderi.;tbel~µriea ict1.;..m':- of 

. ' :':~:===~~~=~:~:~:;!!i~c~~~ '-~~i~;!.;:1~~~~~:;:::t::~8/:<: 
- ,.:;,t~Y.,:;'."'-$-~ ··::"- . ., .• ,.,;,-:.-:;:.;='..-·t£-t1:tt.f ••• '· __ ... _,I. • ·:: .,.:_ ., •• - ••• '<..:.-• ""· - •.• \ •.. : -'.:--r,..1t·.,,--,.,i,,.~.- .... _~-7"--.:1'• 

-: D,lulated ~ imJUIJed ~~~-~c,lc,~leave j , -- - is?!'D1:'9187;. :~mplo~t;It~::rt~1??J;!r:t,Jf;"/ 
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'absence with pay for service in the Armed Forces of .the United 
States or the State of Minnesota as now or hereafter authorized 
by law. During such leave, employees shall accrue sick and annual 
leave end seniority as though actually employed except as other-
wise provided by law. • 

13.10 Other Isavee of Absence With Pay 

\.. • Upon approval by hie appointing authority, any employee 
holding a position in the classified service shall be granted a 
leave of absence with pay for: 

Service upon a Jury • 

_Appearenoe before a court, legislative committee; or other· 
judicial or quasi-judicial body ae a witness in action involving 
the federal government, State of .Minnesota, or a political sub
division thereof in response to a subpoena or other direction by 
proper authority. 

Attendance in court 1n connection v1th an employee's official 
duty. Such ·attendance shall include .the time required in· going 
to the court and returning to th~ .. employee •s· headquarters. (Any 
absence whether voluntary or in response to a legal order to ap~ 
pear end testify in private Htigation·nqt as en officer or em.; 
ployee of the state, but as an individual, shall be taken as amiua1· 
leave, as leave of absence without pay, or as a deduction from au
thorized accumulated overtime.) 

13.11 Military leave of Absence Without l?By 

• . Employees 1n tbe classified service. shal~ be entitled to 
military leave of absence without pay for service. in the Armed 
Forces of the United States or ·the State or Minnesota. and to re
instatement at the expiration of such leave as now or hereafter 
authorized by law. -

· • 13 .-12 leave of Absence Without Pay to Enter Essential 'We.r Activity 

Up~n the ~pproval of the'appo1nting authority and the director, 
any prob~t1onary or.·permanent employee:1nthe classified service who. 
accepts employment~ an essential war activity shall be granted a 

• leave of absence without pay expir1ng.forty~five days a:f'ter the ces
sation of hostilities as declared by proper federal authority. 

Upon the same.approval, any ·proba'tiionary or permanent employee 
in the classified service who resisnea subsequent to December. 7, 
1941 to accept employment in an essential war activity and. who made. . I 
application for leave •Of absence vlthout;-pay.:f'or such-reason vitbtil 
eix months after April 24, 1943 shall be granted a leave or absence 
e~:f'ective as of the date of resignation and expiring forty-five days 
a:f'ter the cessation of hostilities a.a declared by proper federal au-
thority. • • • • • • 

For good and euf'ficient·reasori fully set forth by the employee 
coneemed and approved by the appointing authority and the director, 
such leave may be ~xtended· for such additional period o:f' time as may 
be so approved. 
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Any such employee who has been refused such leave by hie ap
pointing authority may request the director to cause an 1nvesti
sat1on of the·,circumetances involved 1n the refusal. The director 
shall report the results of the 1nvestisa,t1on and his recommenda
tions to 'the appointing authority and the employee. The director, 
1n hie discretion, may grant such leave or place the name of the 
employee on the appropriate state-wide reemployment list. (See _ 
Msson:•s Supplement· 191'0; Section 254.:70 e.a a.mended. 'by laws of _.Min

nesota i941, Chapter 533; Section Ji and subsequently amended by 
l.avsoi'·Minnesota 1943, Chapter 646, ·Section 3') 
• • '.~-.~,f:;;;,;.<;;': ~_:- '.:·, ' •· •• ··:·.::,.:·;_\;··~C ;: ,>-~ ,t~- - , 

_ :"'Upon• capplication ·c:,f_-:a. 'prob_at:1.onary or perJm!Dent_ employee·, a 
lea.,e of ;,absence without 'l>aY~--, ·be ·.granted by an appointing 'SU-' 

thority~1'or the entire J:1erfod_ o(d1sab111ty because of ·s1clme_ss or 
injury.' }Suell ·•ieave need riot :be_ :limited to one year but the _ap- -
pointingiauthority 'or -tbefdirector/:.rrom tilne ·to t;ime, _may 'requiTe, 
·that ~he_ :employee ·::submit' 'a"_certificate "from the· attending ·physicien 
or 'i'romia.desisnated physician??trn event of a failure :Or refusal 

···tci"supply sucn·~ert1f1cate11ir'tt'tbe 'certil'icate does not· clearly' 
shw ··euf:ficient-: dieabilit'ftol)l"eclude the e.,loyee f:rom the per-_ __ 
f'O?'m!mce~1:>f' hie "duties/the ~ppointing authority with the .app:roval 
·or' the' ti'irector may cence1·'such·-s1ck' leave and require'the· em- -

..... ·~r~if,f~;~~~~!IZ-~=:~:~z~~f-~!.4b~,. · •::·•·"" 
13.14 otber)~aves rbf ,Abeence::w1thout:...Pey ,_ ·• - . '"'''.::- • • - .. -

-.~~: "/rti!, .:' - ,;:_;;,,~1Jb,oti:t· ·- ''.: >" . :' .,· .::, .... _. :,;,, !' ~:" . ~~-- - •• 

• - 1'-•{:,:.;Permanent employees may ,be ·allowed to be absent :from :dut7 vith-
out,:~yp;f'or_-:a :period. n9t., exceed~ ~- _total of.,;t.welve -months in ,any 

. 'fo~~,,~§secutive: montlf1(,c~fr~~~-,,bas1s of_,.~i,pp:cat,ion~:Jor,}eave, 
. _ :vit~~~"~Y•i8,PJ)l"c,yed by ,th~+r.~TeJP!R-~ive app?ipt~g_.!J~\~~?_"1:t,j__!ts 1'.8nd 

___ ;:,;~}~!~~ftor}. ~.J~I'., ~bt: ~?!ff~~ '"'" 'ondi~-1°,11,{'"""~1#,[;;:;;;r::< lt~f! ,,,-

. f;~\'!•,:.iti;· _· _ _ _ -~- "~"f~~ ._ .- . J;Jc;i~~\t,,:, 
/:Such .leave,. .shallibe~ted _' only.:1ivheI1:-;j.t: wiil2·11ot~eult,<1• '·''7f'_:· ,· -•• 

'}~due .. -iprejudice·-£0.~th~,;~¥,~rest~ -of."the.~tate.~;&.-E{~'j~~i~;~lf/;~;iL.f{t~c: 
q_,01er,.'.1beyond.,any benefits,· ~'!~al1;ed~;;;t~.1appl1~a1.1.q~tJ~~T. - -•- --
eave::~f,.absence ,:f'ox:~~~ ~'~tudy''u'lcw.ate'd::~to.~'equ1p:i'tbe'-~ 

,-~-H./;,·: 0::t.10-·~~·-{-·_·.•.-,. • · , ~:·u,-.'.~•~~;-.:.-,f.~_i..t::f~~--··· . ~-",-.-~··.. ,· • .,_,, .. ,f•<-·-,"(>.-:· ,. - •ci,·".. -·'{,;_,, ... •t~:·,~~r::::·~--·• 

mnlo;,eei~o render.{· • • :tectlve .. service!, - be_ ietate\_D!8.13l> 
e~~cij~o'!~Vo~ve!ia~c ~'i,ttsa\}1n7g~bmetit: _,1 --~·:::~l•~~-11[¥~ 
·ea1n'at1t1ie\1ossJ~~::i ~-1~he:f#tel'.9sti}g.t,1J.iie\~st.~~~l~, 
, vea.~1Lkeei,1ng't.o"·•·· t1oii';«-f'.'t1i11it~i1tjtemic;'~iti.:1 -: 
·;!f1;¥itlie~ifetur.ri:R>:r;:;ff; e\' • • - .. ,~, '_,_ 

. ., .. ,., ... '· ,_ .. _,, .. ,. __ , ___ .,. u~h·,·1ea •' _ ••j,,..,,~-,:';os;ej,~:C- .. ,.,, .• ,, 

.. • . • ./:.;~<',:of tbe<einployee, .exce~';::mti;be:rcase of',an • 
- .)1i:,j,1,y··,li1s> record of· serv1~;,,:~i.1rise~or by -Otb 

);:i.'J'i;c:,f/more then average • val,ue~o- the .state,' v. 
,· ...,., •.. .,·:,,·,·,-,· •.? ... --.. ~. • • ,..,.,,~• -,,-~r-:~•·:·-~i:,,,.:.-s:,c,_ - • 

: -,_, desirable to retain .:;,even,iat >:some ea ::r .. •. - - ~ :·: :" 
-~~ :\~? ._;;:\~·i:~\·/,,.-;<· 



P.UIE 14 

SERVICE RATINGS AND. EMPLOYEE TRAlNING 

14 .1 Service F.atings 

Standards of performance establisb~d as a basis for service 
:ratings shall have reference to tbe quality and quantity of work 
done, the manner in which the service is rendered, the faithful
ness of employees to.their duties and such other characteristics 
as will measure the value of the employee to the service. Th~ 
director may investigate the accuracy of reports of ratings and ~ 
may take action to secure the adjustment of the ratings to conform 
to the facts as ascertained. It shall be his duty to provide f~r 
uniformity of application of the stan~ards by different rating 
officers. Each employee in the classified service shall be noti~ 
·fied by the appointing authority of each service rating.at the 
time of such rating with a view to his .being afforded opportunity 
for correcting bis obvious weaknesses. The reports and records 
on which the rstings of each employee are based may be inspected 
by the employee or hie.duly authorized representative, by the ap
pointing authority of any employee, and in the discretion of the 
director, by any other appointing authority who is considering a 
transfer of the employee to hie own jurisdiction. Such ratings, 
reports, and records shell not be open to inspection by any other • 
persons -outside the Civil Service department. 

14.2 Employee Training 

The director shall cooperate with appointing authorities, em-
,ployee·e, and .others, in fostering and aiding in programs or. pre
service training for the state service and in-service training of 
employees, to the end that the quality of personal services rendered 
to the state may be raised and that emp~oyees may.be aided to equip 
themselves for advancement in the service;· 

. i '1l:1t:· 0 ~ •' ~· 

lll ,3 Interne. and. Apprenticeship Train_ing. ~~"; , " . 
• .. ~~- ;' t'"f!· -'i',-··•: •• ~ • 

Appoiilting authorities with the.approval ·of the director may. 
establish inte_rne or apprenticeship)ra.ining programs."-: Salaries 
of such internee or apprentices may be set by the appointing au-. 
tbor1ty w.itb the approval of the director and ~be commissioner of. 
administrati9n. (See Bula 8. 9) 

I 
,1 

I) 
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•,:very officer or employee of the state of Minnesota and every 
person making application for examination under this e.ct shall take 
and subscribe an oath or affirmation in writing to the effect that 
every such person Mill -honestly and faithfully protect and preserve the 
property and money -of the state of Minnesota and will abide by, uphold 
and defend the constitution of the United States of America and of the 
state of Minnesota; and except as provided _ in said constitutions .-:tbey 
will not take part _iri any movement to alter or change our 1'orm- •of . -
government." (Civil Service Act, Section 16) 

Such oath shall _be filed by the appointing autborit:, w·1tb the .. 
director prior to payment to eny such officer ·or employee. The_.filing 
of such oath shall in_no way relieve the officer or employee of .~be 
responsibility fQr filing any other oath_ required by statute to .be 
filed with the _Se'cfetary of State '.or elsewhere;·. - • . . O' _/\;·_,-_ 

y: ·.~- .! ·,... . • - -¢ - -

Payroll Certi:ficat'ion -. u ' • 

'fhe agency_ ,-certificate transmitted -with e. payroll abstract sbe.11-, ----"--_--=_ fi __ 

constitute notice by tthe appointing authority to the director tb~t,i,the 
services for whicb-,'pa1ment is proposed \by 'the abstract i,:had: been~r- .'-·-
formed by .eacb,c,f.--;the named employees and ,tl!at ;f'unds have been?~~rly [ 
allocated end encumbered· for this. purpose .• ·{~ \.fr:-:;: ,.,.:o .• • • ,,;;,;;._~~~a"",ci -

• - :c~, •-,,,:c:~t•'::C,~' C "'• c.';~:~;•~~',_;(t-~J ti;f,J .': ," f7,1:::~Jf~• 

The .certificilte;o~ the director"shali~oostitute notice -tojiiie" 
State Auditor;~~te.te ?~asurer end· oth~r-fiecal and disbureing:·of.f1cers; 
that the paymeni;s,;~oposed :UJ . such •. abstract 0ci'or ,each '~-employee 'f o~j;hom ~-
the" director •.1:1'~certtt,icatje is :require~ byjsection '26 of ~he>Civi,1,-;Ser-

, •~·~ -;'•· ··""'~~~<-;·.Y.•-,, ~-•.,;,~• '-•-_;.~,i:;. , • ~; ~ • !- ~ ;.,. ·--:,,·_Jt•-~. ~ .•• ', 'C,, ~-:, • .' -., if~'-:~.!.--~-.-~= 

vice Act are ·-m/·con'f:ormity ·w1thin'::t,be ·J>rQV1s1ons· of.!,tbat ··act ~c\-:tthe . 
·-civil · service·~rulea~-provided ;- ~however.,:.:.itbat ~berever the ·-director's ,:cer- '" >--::_ 

• • - ~ ~-'l'""'~~--,, .,,,1~, "· "t t-,.,...,~-"t'tf'"'- J' -,. ~£.--- 1" ,_ • !, " .... ,._, .. ""~~,, • ~ '- f ~ ~,;--,. -. ~·-·,__·:.,-·: • ~-. ·.':: •, 

t1f1cate carriesiexception "to :8?ly'~amed ,;person __ .or persons; _such ~d • • -- • 
e:xceptione sliai at'1.tute::not1cf"tci'>tiie~ti~'.Audiio~;,•:state·~asurer 

..... , ... ~ •. -~ ·-_, .. ,,, ., --:_..,...,,_;?'!:-~~-:-- .....,.,--!:."""f·•.'~::-..r: , __ ., • '-~~- :,;;...,-" • :•· ,· .. -~ -·-r· 
end other • f 1eca dadiebursingY.off:ice~s ;'itbe.t _ the ~l)?'oposed,,aymen't ior . 

_:; :,payments. :.ror~li onetn~a:'{7do''.;not1:.~~-M ~i ib':;{iie. :S•equ.1remeii£" • -
' •• ~ , ""; ----~.· ',/[~,-.;:;.7_}. ":):'f r-rc ~~--,'·,{,.-'-;_ ·~-,,.,-i.4~~il'!"'Pft~:•'""""1-~..'!.'$.'.·--.•v...o',.-¥"-·~!1'!t .. 'l- ~""--r'-r,- ··,.~• :..-~;1t~-

the_;C1V1l';Se ,so long•,e.e'ithe+-e:l'ce t'ion~cont1iiuee·1n·;ef-,f 
' : :•. i ::_\j}f!:~ - - - -- - - - - - - ~/; 

-- ,:::. iWherever 
~ ., .. -~ ,. ., ... ~,-:.t., -,. > _.,.,, ... -,:-~, ! 

• or compensa1;1 . , ··"~- __ . _ .. J~~~i~1;Je ~iii!~~~, Et. 
Service Act'~ ~f!'C~Or_','fe!u~e_l!lf~O ~etf-~i;{~119b __ ~~~im.,t~~ 
accounts,, -or.:~ -~1rector ,,exce¢e.;_tspec1f1~:;;jtems ·1'rom sue ,.~stimatee ·""-.,;;. , .. 

':or accounts ;:1i~~Ug~~t¥t~s~~~:~~~i!X~1>#!ins;gt:rt~!?:.'~ i':,~~&!¼i~i~~eined .jl(·itt:,, i 
to . be n~ ttt!«l ·~bat,• ~Il~;. of;, e,~~,~te~,&ii~!fB ;:1e ;-,!lo; f;in: conre~i~!i'l!1tb --- . ??'':\.,: 
the provision ivU'ii:Service ,2~ct an -that tbe J>e.nali;i.ee :lDfc'iSection ,-':':"~,l'5~· 

l?6. ~c~\;C -~~~}f:th8"1! ''"{~s}''c•J"" ··:2~~ 
-;~r:;,;2~;}~f:s:-c. 

-~~:-·,f;{:??.;.::_' 
'I 

.. :~:~.~_11:Rf/;;~~: • ., '•,:~ ...:.. 



Page 56' 

15.3 Reports of J=ersonnel Changes 1n the Service 

Tbe director shall provide the necessary forms for reports of all 
personnel cbanees 1n the service. Such forms shall.provide spaces for 
the entering of such supporting or otherwise pertinent information as 
the di~ctor shall deem to be needed for the records of the department. 
Such forms or supplementary instructions to appointing officers shall 
explain which of the chane,ee call for prior approval of the director 
before they may become effective, which of them require report when 
made, and which of them need to be reported sufficiently in advance of 
the end of the payroll period to permit them to_be given effect 1n the 
checking and approval of the next payroll~ 

· 15.4 'Prohibitions Against Political Activity and Coercion and Against 
Influences Other Than Merit 

"No discrimination shall be exercised, threatened or _promised, by 
any person in the civil service age.inst or in favor of any applicant, 
eligible, or employee in_tbe civil service because of hie political 
or religious opinions or affiliations."· (Civil Service Act, Section 
15) 

"No officer or employee holding a position 1n the classified 
service of this state shall, directly or indirectly, solicit, or re
ceive, .or be in ,any manner concerned in soliciting, or receiving, .any 
assistance, assessment, or subscription, whether voluntary or invol
untary, for any political purpose whatsoever, or for any political 
party or affiliate thereof. No officer or employee in the classified 
service shall be a delegate or alternate to any political convention. 
No officer, agent, clerk or employee of this state shall directly or 
indirectly use hie authority or official· influence to·compei any 
officer, or employee 1n tbe classified service to apply for membership 
1n or beo'ome a member of any organization, or to pay or promise to pay 
any assessment, subscription or contribution, or to take part in any 
political activity. Any person who violat~e any provision of this 
section shall-be guilty of a misdemeanor, and shall be punished accord
ingly, and ·1f any officer or employee in the classified service 1e found 
guilty of violating any provision of this section,. he is automatically 
separated from the service. " • •• 

· "(2) Any officer or employee in the state classified· service shall 
resien from the service upon filing as a candidate for public office. 11 

(Civil Service'Act, Section 29) • 1 

No employee holding a -position 1n the classified service of the 
state shall hold an office or official position or retain an office in 
any·organization, society or group organized for, or actively partici
pating in partisan political activities~ The penalties attached to 
acts described 1n Section 29 of the civil service act shall attach to 
the activity described above. 
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15.5 Office~s and Employees Shail Comply With the 'law 

• 1All officers and eDIJ)loyeee of .this state shall conform to, comply 
with and ain in all proper ways in carrying into effect the provisions 
of this act and the rules prescribed thereunder. Any willful violation 
or this act.,by officers, officials or employees of the state shall be 
deemed.a misdemeanor, and shall be punished accordingly. Conviction·of 
~ame shall render the public office or position held, by -such person· 
vacant.". (Civil Service Act, Section 27) • •. ; ;, .. 

15.6 Violations and l?enalties 

"Any civil service board.member,. director ,or examiner, or any other 
..;. '\ . •• •'..-."-. - .... 

person, 

"(1 f who wilf~lly_ ~~ ~~~upti,: by himself or ,til,. coopera_tion vith ' 
one or more persons, defeats,. deceives, or obstructs any person .with 
respect to bis. or.her rights of examination or,:-application acooI"d1ng 
to this:act or; to any rules ,or'._regulations. prescribed. pursuant. thereto, 

or. ~:~~.St~~~ii-::~;~ -~ :,.,:.· ~t ~-· :··.:i~f ;;i;¥,~-~fi~:,~::~~t~J.ft~~.,:~"'~~-;~,;.. . .-•••• 4. • 

~(2) ·who .wilfully or corrup~lj,:1'alsely 1narks.,.,:grades, estimates 
or reports upon the e:ramination•or· proper .standing of .any person : •• '--
e%am1Ded,, registered, .certified, ·•mployed .:·or ·promoted pursuant to the • 
pr~visions .. of said sections, or_ aids in so -a'oing,_or;.who w~lfully ... 

" ... , *1~' " ""' . ., ~ . . - ..., ...,_'Al,; , ~ • • ~ ~ t...' ~ :,;.".J >--~ - ' ~ - • ' 

destroys;;.any'"".::enm1nat1on questions;"' answers ~--o~. • re~ords· ·thereon of' .,sny :)._ •• ·:;:..j~ .. ~~~:;;J 
applicant:.for<:Civil service within ;a :i,er1oci-'''ortone~year.~,after e:n:i. : .· 

e~~!a~~:~~!17.~f ~~!2~1}rf i~'~:~:t~-;;c;;~~; ;,. ,e -'-· .; • 
"'(3) who wilfully or corruptly makes or.'f1les·. anyd'alse repre-

~,:.: ,. '• ,. •.'.• '\i-.-·~,,:""·::''1d- •s.-'fl~_c,'.!"'1 ••••• ,_";j. ,-... . ,,; .: • 

sentations concerning .the person examined; ·registered, eertifiod, 

appo~~~!,~.:_:e~~~~:ed· .. t~.:·;~~.~-::';l~f W~?1i,:_JJ1\~J.t. • ••••• ~$•"•:t;,·\0i·:.·~~:r.~;~·,·. ~. •. 

,. ;,~,(Ji) )w1io\.,1if"ii1.l:y::or;,porruptl_y -:f~i11he00 rson :with '8?11 
:·,, . •• :i.;:;.J-,,-:V,·c"'; • w, .: ••• ;,,-:· .;_ •• -.•",' • .-~.:", - f •.:;:;.,""· ,;,·.?,.,_~.( .l;!..-,,;,.l.s-- _,;,_:..-~,·:_,.-_1,,.; . .,:. •-:,.;~~- ".I,:·;--._~..,, . ....__.. .• ~~ 

spe?!~~ ~~\l!!~.~~t.~~.!~~t!~ ,!A~.:~lt!~~E~ - !!~!~J:c~P::e!;~§ 
1nJur1ng .the _';'.Prospects .:or ,0cbances of.,,:-~, ""pe:,::so_n~•q i!'Xaniined, ~'l'.'9 

, ',, •.. • • ._· • .. :, , •.. ,,~·. ~~•-·~-~ ; .'=$~~;-'.-;-:; - • .• ·., ~-·.;..----::::-t~,;:-~.,:,;_fr...'<~.~"-'-.!~--· • ,,. -.,:-.·_\_ 

tered_¥:~~:~~_1f'1:•.d,._.;l>e1ng";appo·~~~ • r.omoteaj:_;~?,' \• 

.···- ;,,!:;;~~f ~~::=~~:::~ra00, ~'·"''' 

manner {any· other· person/to 'j,ersonate~1m:: ,,,· 
·'. ~ /,.,<-':~·,,,·.·,,,-;-·~~.:&<-~-~.-,':·>'.~, ..... ;· • ""'· .' .• -~·-.,-~· .... ,.,: ., ... ~. "•';"'\~c,.,--.!","'"· ·-~·-,.:,:."""•1'·'¥.~r:" 

• , -:1: ,ex.aJ11~a~1.~~r;_~g~str9:t~c>r1·-" ppl'icat'.lon:(1 
• ;Or e~flgistered 

~ .. ···;:rJ·.~~'1."':/: 

· ::}:t;r~\i 
ci;.~~1 .·.· . ; ... ,rvice /orc:a1einissesfr . . . 1", ... 
of'ficer 'or: employee ·:from any pos1t1on~1".in:ithe;JcJ. .. .. .· ·: 

• • 'j{ .~,:•:-'·~ ~--···- ,. , • ·, • .- •• .::..·-"' ., .:·•·•·~~---.-· •• _ .. ,tL:;;,".'°·*'-l.~,,,t,·,_r,.,-s..-,~.,>·•~1·.,· ·.·-.·· ·'" 

vise ·tban •i.jn-~,t,ompliance vitb ·lllld iin conformityfto 1'tbe ·-pr 
• .•.. ,.·, ,c ·-'. . . ••• .; . . . ;.,;f,,.,,. • . 

this act .and tbe rules .and regulat1ons 'Of ;:the c1v11.;serv 

ado~f ;,;5~~z~r~:Jf~i}1!,fo~l~£{;•,iijl>'··· -• l~ 
:' tt:\t!i~/J~i!if iit~,~ 



'' (7) who wilfully or corruptly refuses or neglects otherwise to 
comply with or conform to the provisions. of this act and the rules and 
regulations .made pursuant thereto, or violates any of such provisions, 
shall be d.eemed guilty of a misdemeanor, and shall be punished accord
ingly. 

"Any conviction under this section shall render the public office 
or position held by the person or persons so convicted vacant and such 
person or persons shall be ineligible to hold public office for a 
period of five years from the date of such conviction." (Civil Service 
Act, Sect ion 28) 

15.7 Cooperation with Other Agencies an~ Membership in Associations 

~e services and facilities of the state civil service depart
ment and its staff shall be available upon request, subject to rules 
prescribed therefor by the board, to political subdivisions of the 
state. In making such service and facilities available,it shall be 
understood that requirel!lflnts for the enforcement and administration 
of the provisions of this act shall be given precedence and that the 
pqlitical subdivisions shall reimburse the state for the reasonable 
cost of such services ~nd facilities.'' (Civil Ser.;,ice Act, Section 
32 (1)) • • • 

"The board may enter into arrangements with personnel agencies 
in other jurisdictions for the purpose of exchanging services and 
effecting transfers of employees. The board may also join or subscribe 
to any association or service having as its purpose the interchange of 
information rela.ting to the technique of personnel administration." 
(Civil Service Act, Section 32 (2) ) 

15.8 Determination of Status 

Status of employees shall be.determined initially by.the director 
in acc9rdance with tpe provisions of the civil serv~ce·act. When 
statue is so determined it shall not be disturbed by the ~irector 
except upon written notice· of such: action· t·o the empioyee and bis ap
pointing authority. Any employee or bis appointing authority may appeal 
to the civil service board from any action of the director disturbing 
the status of the employee. , • .. :Such· appeal shall be filed in the civil 
service department 1n writing within thirty days of the notice by the 
director. Determination by the board after hearing shall be fina~. 

I 

I 

;, 
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DEFINITIONS 
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The following words end terms wherever used 1n these rules shall have tbe 
meaning indicated below: 

1. 0 Act •• means the State C1.vil Service Act and amendments thereto. 

2. .1'Agency .. means a. de:pa.rtment, division, board, institution, or other 
branch of the state service, 1n which all positiona are under the 
same appointing authority. 

3 .. "Allocation" means the assignment of an individual position to an ap
. propriate class on the basis of the kind, difficulty, or responsibi
lity of the work :performed in the position. 

4. '"Appointing Authority,.. means a person or group of persons empowered 
by the constitution, by statute or by lawfully delegated authority 
to make appointments to positions ·1n the state service ... 

5. "Board it means the State Civil Service Board. 

6. ~Class" means one or more positions sufficiently similer·with respect 
. to duties and reaponaib.ilities that the ea.me descriptive title :may 

be used ·with clarity to designate each posit_ion allocated ·to-the. 
class, ·that ~the same general qualifications are needed· for :performance::.···.. .. ~ 

of.the duties of the class, that the same tests of fitness may be used 
to recruit employees, and that the as.me schedule of pay can be applied:_--~~-~
with equity to all positions in the class under tbe sa.tne or .substanti
ally ·the -.a8lfle employment conditions .. 

"Demotion"• means 'a change by an employee ~rom· a pos:1.tiori 1n '.one ·class .,.;.;,·,;;•_ ... ,..;.': . .:d.,,,;:~ •• -,: •• :'-.-•. 

to a _position ·1n another class having,·a _lower ma::rimum se.lary limit~ 

8. "De~rtmenttt lD8tµlS. the :.State Civil Service. Department, includin·g:the .. 
• Civil Service Boa.rd, the Director, ·and,tbe employees thereof ♦-' • 

•' ;:. • . , ' , • • I ' • , '.'·'i . . . 

.. Director ft means the Director of State Civil .Service. 
y _, ,,, :- • 

1 O. >, .. Disabled. Veteran ft means .. a vetere11 who is rated 0:ae disabled Jb_y :the 
,· .United ~ta.tea:;~Veterens' Admin~s:t~tion,~i and·_-wbicb disa.bili'ti[exfete • 
• . Cat 'the time }'reference . .is -claimed .•• •<, ::,~-~z~;t_>·;_;;;;~f:._." • . _/:"7-}r;;;{t. 

; J', . . ,-":_~,,. __ • ••. •.. •• _ ·7:. e.~ ~-~_,-,.~--~r.~\~~"::~-_::~, -:-·~·-;. - __ :· ~-.i~---'~\~,~\~];·,~ .. ,~;~--" ,_ 
11. '"Disabled- veterSDe' preference'"• means that preference ·granted."t~_;~dis-.-

.abled veterans, widows of Jlisabled ~terans,, ox: to :the: vivee.rof_:,dis- f 
abled .veterans· .who are'ka1>1e)£o. quslif_y ~y':reasonie>f 'thei:r-'o.:tsab111t 

. _who :.have. been .residenta·.;9ij11e"~state,, of .·M1m1ei=eota ','fO?'., five~:,-e~rs .•1m:.··,~ 
.mediately ;;J)recedin.g :the: :£1DJe.)~of 1J.'.iling. :f o~/an eia:m1ne.t ion<.; c:>£ :who --en~ 

••• ·• ~~~p\;,t~~~~,i&~~i~ii;;p,;J . ~f #~1,;::~(r<;."!Jif!t1~"·'., ; x ~· :;~;:::llit. . 
· 12. , ·•'E11g1bl '" ans ,eny,person·.vbose ~neme:is .or:(:e.n:~:eligible>~listJhr;\:,; <. 

,. 
2 

·; • -t :0;,'51:f:,~;\•i.1 .. ,~/:~;:•ir?·;::;·ff ,,~,.~j,,,z1~,1f:;1~??f:l'l;t':·~8:r~~::~:frJ:t1fl~~r:•tJ~•r.-.:.:ti:.,, :1,{,.:,1?:i•~.'<t~(f>:,.".tf:-:·'-:t+.· ·: •• 

13 .• ff]:11gible.a,~st'! :°8ans :.:enr6pEm·~.compt,t·1t·1ve i:list~·~agency,~romotloJlal . 
• • \::"".; a1st;tl.statewide -~promot11cma.1,\l 'i~t,/1aayoff -~,1 :i~t:st\or '.:reemploymen'tj11st ~? 
, , • ,,,~,. · ·•··. •;~'.t:: ~€}f,i\11'\~'.tHFt: tti•ifr~,'i;{if~ii:~.t14},:, ,.~<I••;;i7,'n'i~f\{"'J•,;,c.~-~~"~r:i,:~h~~¥f'·~·;'=•· ~<~·r··· ·c,_~;.,;r t· r },Jt.'tt,;;r,j .:-~; •• , 

14., ·:Iayof£ 1List~.)means·~:a Jist. of/:former~·employees 'vho bave' oeen ~seJ:)8.re.ted 
,·.,',,:frOJn the

0

·laerv1ce.Jby'.£.iayof'f, ✓nec~ssi;tate(l}>Y, le.ck i:Oft;WOrk 'or,.funde ·and·:. 
' .·w.ithout delinquency':i'or,:,Jnisconduct:·:on·''th'e1r,,,;part .. :i1:::tU"'i;'.v\· (,,,Ji/:iLL{ 

• . ·•i•,,:/;-;.~~vf".- ,,, ... : ,.. . : ,'. :,::;.; ,.'.t;;,~fa:-1,f,.,;·>:e: ,: .. :1~1{1.i; 1:,,; 1,~::JiZ· ;i~{,,<,~ ...... d " .,~;,.. • , ,, . . -;..,:, \.:·,),,~" . 

15 ... '"Military I.eave.,. means ".tne leave>or absence :··granted·to employees-ente~ 
1ng-' tr1e armed 1~orces of tb~ ·1m'!tel'$tates under ~the prov1s ions ,fof • 

, Chapter ;8{j;I~i~t~};,f "Tu;Jli~t,,,A ~~ilJ[f t: . • ' 
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l6. ·"open Competitive List" means a list established by open-competitive 
e:x:a.mination from which original appointments are ma.de . 

. 17. "Organi!.ation .Unit" means a geographic, organizational or other unit 
of an agency which is approved by the director as a unit for the 
purposes of employment and layoff. 

18. "Original Appointment" means a regular appointment from an open
competitive list. 

19. ":Fermanerrt Employee"" means an employee in the c'ie.eeified service who 
has been appointed to a position after successfully completing his 
probationary period. 

20. "Position" means a group of -current duties and responsibilities 
assigned or delegated by competent authority, requiring the full 
time or pa.rt time employment of one person. 

_21. RPl-obationary period" means a working test period during which a new 
employee is required to demonstrate.bis fitness for the position to 
which he is appointed by actual performance of the duties of the 
position. 

22. •'Promotion" :means a change of an employee f'roin a position of one class 
to.a position of another class with more responsible duties and a 
higher muimum salary limit~· 

23. "Promotional List" means a list of permanent or ·probationary employees , _ 
established by competit1ve examination from which promotions are made. 

24. ''Re-allocation'" me~s a reassignment, or change in allocation, of an 
individual_position by:raising it to a higher class, reducing it to 
a l~r class, or moving it to another class at tbe ee.me ·levei ·on the 
basis of significant cbanses in the kind, difficulty, or respons1b1-
lit;y of the work performed ,in such position. 

25. '"Re-employment List fl me~s a. list of former permanent employees 
separated from the service 1n good standing. 

26. ..Sus:peneion period .. meens the ·period from and ·after April· 23, 1945 and 
until six months ·after the termination of'tbe present war emergency 
as declared by proper federal authority or until June 1, 1947, ·which
ever is later .. 

27. ..Transfertt means a change by an employee from one position to another 
position of· the ee.me class or of another class -with essentially the 
same maximum salary limit and ·usually involving the performance of 
similar duties and requiring essentially the· same basic qualifications. 

- ' ::· ,~ '. ·.; . . . • 

28. ttv"eteran ff means a soldier, sailor; nurse, ~rin·e· or member of. the . 
Women's Auxiliary Army Corps honorably discharged from the army; navy;· 
marine corps or Women's Auxiliary Arrey Corps of the 'Q'nited States, who 
served in the Civil We.r, Spanish American Wer., Philippine Insurrection/ 
China Relief Expedition, World War I, or World War II. 

29. "Veterans' preference" means .that preference granted to veterans and 
widows of veterans wbo have been residents of the State of Minnesota 
for five ;years 1mmediately_preced1ng the time.of filing for an e~ami-
nation or who enlisted from the· State. • • • • 
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I>ein.Otion 1n lieu of .. ........ • .......•....•.•............ 
Ef_fect· on seniority·~-~ . ... ~ ........................... . 
Limited interruption of employment.·not layoff ........ . 
Name placed on eligible 11st ............. : ............ . 
Notice -.of ....... : ...... ~, . ..; ............. •·•··•._. ...... •"• ........... . 
Ord8r _Of ...... ~ .... ~._ ...... ~ ... _, ............. , ....... -............ . 

!WIE -
3 ,3. a .(4)' 
3~3.b 

":5 .3· 
3,3 a 
3.3-e 
3,3·a (4f 
3~3 C 

3,3 C 

3.3 C 

3~3 d 
,.3 a (3 l 

10.4 b 
10~5 
10~4 C 

10,4 d 
10.4 f 
.10.4 e· 
.10)~ a 

10 
10 
9 
9 

11 
10 
10 
10 
10 
11 
·10 

39 
41 ,, 
40 
40 
41 
40 
39, 

Position reallocation result'ing in ..... ,.,..-...... ; ......... . 4.5 
10 .. 4 

.....:__1:, 
BeaSon for~ .. -~ .. ---~-·~"!~~:;~<:.:·~. ,_. ~ ......... -. 1•·• •• ·•·-• •••• c••· -~~ •.• ., ...... •·• .• .•• ~ • 39 

26 
59 

LEAVES OF ABSENCE::'t.- . ~it~ ,,. . .• . :~, : }?/·_ ' _ . . 
Absence without :.leave •. , .• '" .. .- .. \ ............... ---.·., .. ~:. •. .;.'•-•-• ......... ~ ... . · ·13.4 6 • •• 49· 
Effect on probat:_ionary period ........ ;;t;::~;;.~:~~; •. ~-- .. ~ .. ·:..... • ,:9. 2 _ 36 
Essential we.r·activit_y leave ..... ;~.~.;:.~:.~:. ..... :..: .. :;....... 13;12 ,•,- •: 52 
General regulations :covering leave with pay • .,. • .. ...... • .... ·13. 6 , ., 50 
1.nvestigation}cf~~fusal to .grant.~;~'~:;.· .. ,.:.._ .. :.~··~••··• .. •:.r · 13.12. ,,,.... '53 
Jliry duty ;~;-;~~·,:·;~y~=~~~,¼~~.-. ~- . .-.-.... •··~•·•··•¼'i.:~~~-~·~~~-... -~--•··~• ~, >·~3. ~00/~:/-~- • .52 
Military leave vith}j,a.y .•... ~ ... ;·.,,.·. ~ .;:'. ~ ........ -........... .;•;.·:~ ;'' - 13 .. 9 -;::,;,1.··•·,¥. 51 
Military leave witbout -pay ••.•••• ;.,;·:<:;'~}!~·}:. .... ,; ..... ~~;.:.-.. ::13.11,J..i.rL .. , 52 
Other leaves of ·absence vitb pay .... ~_.~ .. ~·.;'~---~ ••• ~........ • 13.lQ..i~i~~'.:\ 52 
Other l~aves -0f aab~C9nce wit.bout. l>&Y .'~~~ .'-.·;.~ ... -~ ..••. •:·.. . .. 13~11(i~fi1;c- 53 

_;(~~ '~ 
:, J Vacation ·leave.•:.,.. .. ~· •• , ... '! ....... :.·,.-,. .•. : .. :~, •. ;.·,.;._-•. ,. .•. :•,•·~ ••• ,.., • .,.,.,.,,,,4,:.,-::'.'.'.:!!"13 .. ,, ~lJit\: 

~~t:~1~~,~'.'r_,_ ... Y7l!fi1!~fJ}.t?;~~i~1~f ~1t r,.:::t. 
- .Wit'b pe:y .•. ..... ~- ~~. ·•-~. • •..•...•.....• ... ~·..;·;.~··.;:~,~·-• ••.. . ~ •.•• ,. -~~--_.:l' ~9 ... _.·.-,t./ ... :\~~., .· 

. ~1.~~o.u~ ~Y.•_~· .• ~_.~~·:·:•·:····~.'.~: •• ~.-•:.; .• :~::~ .. ;.X~~.;.,\:1:};=:·~·~.:.•···.~.-;~:•·~ .: . ._:13.11 ,. , .. ,-. 
OA~. OF OWICE ..••.•. ,. .•. -. ; •.. _. •.. • •• ·.~--.· :·.:,._ • .............. • .· ..... ,. • . .l;.5.1 • .• .' .- • rs~, 

On application blanlc~· ~ .• ;; ...•.. • ....... •• •. ; . : , .•.•• -~ .... . • . . • .6:3 ·,a'. 0 

, __ • • • • - • - • • t ·ri:; ; !. ::~ - : ~· • 

60 
•:51 
.52 

• J". • 

_.,, 
• 21 
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Om.N' COMPETIT'I'VE LIST ••.•.•• o •••• o •••••••••••• o ••••••••• 
])ef in 1 t ion of .....................•................... 

ORGANIZATION UlfIT 
Definition of ... • I I I I • I I ♦ •• I Cl • I • 0 ♦ I.•. I I I I I • I I I I • ♦ I I a • I I ♦ 

Ie.yoff wi tb 1n .••••••.••••.•••••.••••.•••••••• • •••••••••• -

OVE'R'l'IJ.m: • 0 I I • o ♦ Cl ♦ O a •• e I a O I • I I I o ♦ 0 I I • O I I ♦ • I O I I e I e I a I e I e O I a 

PART-TIME EMPU>YMENT 
Compensation for .•............................•.........•.. 

PAY (eee Compensation) 

PAYROLL CERTIFICATION: ...... . 0 .•• •- ••.••••••. • .••••••••••••••• 

roL-rr1CAL ACTITITIES .. • .• ..•.••..•.•. • •..•....• : •.•.••••• • .. 
Candidacy for off ice.;.'.· ... ; ......................... . 

POSITION 
Abolition of, effect on employee ..................... . 
Allocation of ....... ;· ..• ; ~ .... • ....................... . 
lletf in 1 t ion of ................ o ........................ . 
Reallocation of .. 

,PROBATIONARY P.l!:RIOD 
After transfer ...•...... • .. •• 0 • ♦ •. ♦ e • ♦ ♦ • ♦ • • • • ♦ • ♦ • ♦ • e O ■ • • ♦ D 

Comp let ion 1n different class., ......................... . 
I>efinition of ............................................ . 
Ile-motion _during ...•.•.••.•.. i ......................... . 
l)ismissal during._ .. ~.· ..•. ~.~·.· ... -.• Cl •••••••• • ••••••••••• 

"·------~-.-· --- Du.ra.tion of •.•.•...•.• ." •.•••.•...•.•..•.•.•.•••.••••••• 
Effect of leave of absence on ..•...... ~· .............. . 
Effect of 1;1ucceesive diemiseale of probationers on 

further certifications ..•...........•.....• •• ....•..... 
In exceptional appointments ...•........ ~ ......•.....•... 
Objective of ••.•••••••• Q••••·••·•• .. ••••••'••••·•••••••·• 
Permanent .appointment .after •........•..•.•.......•..... 
P?-omot ion during .....•..••••.••..........•. _ ....•..•.•... 
Service ratings during ... 0 ·• • •• f O •• e_ e • .• • e a ♦ 0, It ~· • e O O ·• e ~ ,e. ·e O Cl 

PROMOTION 
Certification from promotional list.~:: i~·~ . • •• ~ .. ~ ••..• 
Definition. of •. o. ~ •••••••• : ••••• . ; .-~ .. ~-•• ~.: • • ~:.··~ ....... ; •• ~- •• 
Dismissal • of promoted ·employee. ; . • .... ; .•. ; .• .-.• .. ~ .•.... 
Effect 0Il (?:ODl.pen~ation •.• ~ •• • ••• •' .••• ~· •• -."; ••• _,~ ••• • ~. •:•~• 
Examination ·ror ... • ... • ...... _.., ..• ~-.. • ., •. ~ .• .• .. • .. • .l ••• , •• ·~ ••••• ~ 

. .Probationary period ·r or ··promoted employee. ~ ...•...•... 
Provisional promotion ...... ·~ .. ~; ... .-.. -.•.. ~ . .-.;, ... .;.· ..... . 

Effect on sen 1
1
or1 ty .•.••• •. . . . . . . •..... ~ ...•... ~ .... . 

lleallocation of ;position .~Y _reE!ult j,n; •• -••••••••••• 

PROMOTIONAL'LIST 
A.gency ••••• ~ ••••• ~- • .' ••• ; •• •• : ; •• ; •• • .~ •• • ••••• -- ~ ••••• ~· ••••• 
Ilef in 1 t ion of . . . . . . . . . . . . . . . . . . .••....... tt •.••••.•• , •••• _,.. 
State-wide ........... , .......•..................... , ... . 

RULE ~ 

7.5 27 
16 60 

16 60 
10.4 b 39 f 

(' 

13.2 48 

5.2 d 16 

5 15 

15.2 55 
15.ll 56 
10;2 38 

10.4 39 
4,3 12 

16 60 
4)l 12 

8.10 d 34 
9.2 36 

16 60 
9.4 36 
9.-5 37 
9,2 36 
9.2 36 

9.7 37 
8.8 a 34 
9.1 36 
9.6 37 
9.2 36 
9,3 36 

8.2 30 
16 60 
·9.5 .37 
5.6 17 
6~2 b 21 
9.2. 36 
s.1 33. 
8.7. 3~ 
4,5::· 13 

~ 

7.2 26 
16 60 
·7-3 26' t, 
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PROVISIONAL APPOINTMEBT ................................ . 
:REALLOCATION.OF lOSITION 

A pl)S'al from •.•••.••..•••.••••••••• .- •••••••.•••••••••• • • 
Basis for .....•.•....•........•..... • •...• •·•·• •.•.••..•. 
I>efinition of .• ~ ..•.•.•.......•......••••.••.•.•••.•.•. 
Effect on incumbent ..................•.•......•..•.... 

~ U&l'. . . . . . . . . . . ....•....................... 
Definition of •••• !•••···•·····••·-·•·•·•••·•·•••···••• 

REINSTAT.EMUT 
After resisnation or expiration or·1eave .............• 
By ord~r .or- the .Board. • • • . • • • . • • • • • • • ................... . 
From leave of absence . . ~ ....... • ...................... .. 
Restoration of seniority ................••...•........ 

RESI(ll'{ATIOB. . . . . . . . . ~ ~ ... ~ •.....•...•.•....... ~ .•......... 
Be1nstatenaent after.~ ..•................. •· .... ~ ....... . 

RE~ ••••••••• ~•••••••••·•.•••••••~•••••••: •••• ~ •••• ~ 
RUIES 

Ad.option. an,d 8lll9n4:nlant .•.•.•••.•.•••••••.••.•• -•••• , •••• 

SALARIES (See also Compensation) .............•... • .•..•... 

SENIORITY 
Cancellation of, upon exp1rat1~ of eli~bilit7 for 

reemploYJD9D.t ••.• \ ••••.•.••.•••• ; ••• ~ ••••.• ,. -~·. · ... • • ~ •••••• -
In. layoff: . :·~ ....................... :e ....... ~ .. ·• • , • -• ~ ...... -• 

·In pr0110tional e:i'andnationa ..... ................... ~ ..... . 
Non-accrual during. suspension . ............. ~ ..... ~· .•...... 
Non-accrual . 1n provisional· appo1nt.nt .................. . 
On demotion ••.•• • ••••••••.••• ~• • • •••••• • ••••••• -. •• ~ ............ _,. 
Beatora.tion ':"of~ ............................... ·••-• ........ , •.•. ~.: 
Transfer of ••. ~-. ;. ~--•• ~ ~ •••• ·; .•.••• • ••.•••• ~ -~ -~·-::.: :~::~: .~~. 

SE=i~.!i~:~-~~--·~:::.: ~ ~ .... · ... ---~ ~~;:,:~:: .. ,:·:·:·~::;b~;:::~- .: 
During probationary period .• ~•-◄~, ..... ~;;·; :.;;.~~::tr;:,;: ~ c; ·~ 

;:!~~t1~}1;::::::::::: :: : : : :::;,:: ::,:: ::j§:~f ~t:: ., ' 
Bet irement •. ~-:~~.; •. ; .... ~ ............ ~- •• _., .•• ~ ; •..• , .• -~ A·:-e .• \.;, ,;_·. ~~:;~~-,~~ .;·;._.\. ~ . 

SB118:;::1f ~~t"i:~:: ::: : :: :t::i't~tr~~;;½_.,.,,,Jl'. 
Use dur1ng>probaticmar, period ••.•• ;~ • .,.,. ... ,:..:ft•~~;;;;~ •• '!-

Use in -determining layoff order ........ ~':~ /~ ;~ ;t~~-:'·~'.. ~. ·: • 

Use in JJ:=~1onal examination •••• :·:•;'!.,. ~·:~~·::f!l~';:~ru .• 
SltRVICES fO ;_,lOLTJ.'ICAL SUBDIVISIORS 01' TD . S'l'ATl;:i;;!:;~; .... 

i;~;;:i~~\(:("' • ' -~t '~.;-./-.:::/~f;.:~:~f~~;;f:~:;- :.: 
SICK IEAVJC;~:;-~ •-• .. -• ..••..•.•.• • •.. • • .- • • ~ • •· • ~ • •~~,.~·.:•~<: ;-~• !·-. • ~ 

' _·: ~1 ~--:·:·:_~, ....... -~,. ' J 

NOD-accrual· ·ot.,. • ' •••••.•.•••••.••.•••••• -• • -~ ~ ·~--:~ :=;.';J:~~ ... ,;. . 
' •· ..:.;..~~~-<'•.·· ~{,.,.-./4.,.~•~r;.., .... : .-

Revival ·. upon reappointment . ........•..... •. ~ .. ,;f;.:·."' .. • 
Without?~r~tf~ ~:- ••• u ••• • • • • • • • • .". ~ • .. ~::v.jf~X;r;~;._ ••. • 

8.7 

12.1 b 
4.4 

16 
4.5 

7.4 
16 

11.3 
11.l 
11.2 
li.4 

10.2 
11.:,· 

10.l 

l.2 

5 

7 .r~-,?L~F · 
10. ·'· ~.,.·~, :: 

-~~-IW ··->---, 

6.6e,;:L~
•10.,, '(:;:-,·,_? 

8.7c2.- , ~-
10.5..;·,;.· 
11.!J .,,,cc,J~.~.', 

• a.1o'~~ij•~ .. :. 
'"-.':_·_.:.:~;1,.-·' • • 

,,-~{·j~r~~~~·· 

10,6 ··,~~~-.>·· , -•;9~, . • ,, ' • 
;.10.JJ 
.10;2 
10.l 

-~0~3 

33 

45 
12 
60 
13 

26 
60 

43 
43 
4:,· 
-44 

38 
4:, 

38 

l 

15 

26 
40 
23 
38 

'' 41 

" 34 

1'2 
,1 
39 
38 

'38 
,a 

.•- . . ~ ' . ,. 

cl. '•~~~:~•;:_.-• ...,.. ' .,, 

• ··36('!?~ 
,,.,."'""'''"''' 39 . 

·1, 

1,~ 
.1,.~ 
1,. 
1,! 

23 

,a 
51 
,o 
51 
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SP.d:CIFICATIONS ................. . • • • Cl • • • • • • • • • • • • • • • • • ♦ • 

STATE SERVICE AND ITS DIVISIONS 
Cls·esified eervice ....... -. • ....... • .............. •. ·., ... . 
Labor service ............... . . . . . . . . . . . . . . . . . . . . . . , ... 
Unclassified service; .•...•.. . . . .. . . . . . . . . . . . . . . . . • .... 
lJnivereity of Minnesota .... ~ ......•.•...•.......• _ ..•• _. 

STATCJS • •••• ·~· •••••••••••••••••••••• ~ •..••.••.••.• •·• • • • • • • ·• • • ·• 
' 

SUBIOENAS ••• •••o••• •••••·•••• •• •• ••-• ••••••~•-•••·•••••••••.•• 

SUSmNSION .•••••••••. • •••••.••••••.••••••• • •••••••.•••••• 

SUSmNSION '.FERIOD APPOINTJmiTS, .. . ..................... 
Definition of ................... . . .... -................... . 

TEMl?C>RARY APro~NT ••••••••• .- •••.••.•• • ••••••••.••••••• 

TITIES .• o •••••••••••••••••••• • ••••• - • •• •. • • • • • •• • • • • •• • • : •.••• 

TRA.IN'EE APro 'INT~S o • • • • • • • • • • • • • • • • • • .. • • • • • • • • • • • •••• 

TRA 'ININ"G •.••.•.•.•.• .' •.• • • ~ .• " o • • • • • • • • • • • • • • ••••••••••• 

TRANSFER 
~finit~On or .. ·D •• ; .................................. . 
Effect on· seniority .. ..... _ ............ ._ ............... . 
From other jurisd+ctions ..................... ~ ....... . 
Probationary period following .............. ~ ...... : ; . 
"Procedure for effecting ........................... •-• ... . 
Restoration of senio:r:-ity after ....................... ~ 

· UNCIASSIFIED SERVICE , .. ,· 
Appointments from lists of ,eligibles ...•.........•.... 
Desienation of positions in .................•. •·• •.... 
Filling of unclassified positions .......... ~ ... ;-~; .. . 
Salary rateo for positions - in .. •••.;..-~.~ ... ; ... ; .. ~~- ... ~ 
Termination of employees-in ...•..... ~ ....•...•....... 

•• UNIVERSITY OF MINNESOTA~ ~ ~ ~. ; • ; . ~ .• .- ; •••.••••••••••• 
• "' VACANCIES -. 

Certification of eligibles .......................... . 
Filling vacanc iea ,-n. claa~if ied se:rv1ce . .- ... ~ ..•...... 
Filling vacan9~es 1n, l~po:r. ser-y1ce. ! ••• ·•, •••• h .... _ ••• _ 

J.fetbods of filling ... ... ,, ... ~ .................... ~ ~ .. . - , . . . , : ' . . . ~ . ' ' ' ,. . . 
VACATION. 

VETERANS 
♦ • • • • ◄ 0 • •,. • • • • • • • • • ■ • •-. • •·• • • O • • • • • • • • • • • 0 • • •·• • r, 

Definition 

3.2 
3.3 
3.1 
3.4 

15.8 
3.2 b 

12.l e 

10.3 
8.14 

16 
8,5 
4.8 
8.9 

14.20 
14.3 

16 
8.'10 C 

8.10 e 
8~10 d 

·a.10 a 
.11.4 •a. 

3.1:c 
..· 3.1 a 

3.1 b 
3.l·d 
3~1 b 

'3.4 

8.3. 
8.1 
3.3 b 

:~ 8.2 
.13. 7 ~ 

,16 ,;:~i. 

Non-ap-pointment when certified .. ~ .. !! •• ~ •••• ~ ••••• ~.~- ,-8.3 • g 
Order on eligible list .•...............•. , .............. ,:;:,i~,:~.10 

VETERAN Is PREFERENQE ' • • ••• ' ' ··: '. .. - :, ~::,: - ' 'd 
llefinition of ....... ~ ...................... •·• ......... •-· . 

- • • • • , •• 1·,. • • •• 

Definition of disabled.·• ...........•.......•......... 
" . . ' . . '•· ~--:- ',. '• ·- . \ .. ' . • ' 

'In exam1nationso••······ 4
····~ ••• • .-;· ...... -•• -~.·.-·.·;·.~ ••• • ••• 

Order on eligible l 1sts . ............................ . 
. ~ .. . . . . . .. . . . ' . • . . 

VIOIA.TIONS OP'. ACT . ••.• -• ....... ; ..•. o ••••••• :• ........ ,. ...... .. 
. WI'l'.NESSES . -,.:': : .- : ~-- :--r1::. · 

ZS.yment of. ~-~ • ........... -.. ·· -...•..... -. . . . . . . . . . . . . . . . .. . 12 .1 ·e 

13 

9 
9 
7 

11 
58 
9 

46 
38 
35 
60 
32 

14 

34 
54 
54 

60 
.34 
35 
34 
34 
44 

8 
7 
8 
8 
8 

11 

30 
30 
10 
30 
50 

60 
59 
24 

-24 

57 

46 
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