
June 13, 1961 

~iatt nf ~Utlt£rurla 
<llibil ~trbitt ~tparinttni 

122 ~We ®fftte ~uilmng 
Jit .. Jmtl 1 

Honorable Walter F. Mondale 
Attorney General 
State Capitol 
St. Paul 1., Minnesota 

Dear Mr. Mondale: 

At a public hearing June 7, 1961., of which thirty days prior public notice was 
given on May 4., 1961, the Civil Service Board considered proposed revisions to 
the Civil Service Rules as shown in attached public notice. 

We are submitting this letter in quadruplicate showing below revised Rules 3.3, 
5. 2, 13 .3, 13. 7 and 13 .8 as approved by the Civil Service Board on June 7, 1961. 
Material deleted is stricken and new material is underlined. 

Civil Service Rule Changes 
Adopted by the Civil Service Board 

June 7; 1961 

3.3 Labor Service 

c. Report of appointment, termination or interruption of employment in 
the labor service shall be affected as follows: 

(1) 

(2) 

In the case of regular employees appointed from a current labor 
service eligible list, by payroll notation showing date of em
ployment or manner and dates of interruption or tennination of 
service; except that in event an anployment tenninatio~ or in
terruption of more than thirty days is for reasons reflecting 
discredit on the employee, a written notice setting forth the· 
specific reasons for the action shall be furnished the employee 
and filed with the director prior to the effective date of the 
action. An employee with civil service laborer tenure, as de
fined in the law and e lained below sl.?-all be iven written 
notice of disci inary action and sh ave ri ts in accord-
ance wi provisions of 1.nnesota S atutes, .2 , Subdivisions • 
1 and 2. 

In the case of other emergency or temporary appointment for 
periods not to exceed five months in any one calendar year., by 
similar payroll notation. In such cases the payroll shall 
clearly show that the appointment has not been made under (1) 

-
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above and the employee oath required by the provisions of Minne
sota Statutes, Section 43.16 must be filed with the director 
before payment to the employee can be approved. 

ill. Re ar em lo es in the labor service who have been em lo d 
for a total of 30 months within any 3 month period shall· be 
known as Civil Service Laborers and shall receive the same ten
ure rights given to other classified employees of the state not 
in the labor service. The departments• certification in such 
form as the Director may rescribe that an em loyee has met this 
condition wi is te:rrure rig 

5.2 Administration of the Compensation Plan 

b. Salary Increases 

Salary adjustments within an established range shall not be automatic 
but shall be dependent upon specific written recormn.endations by the 
appointing auth.ori ty, which shall be based upon standards of perfor
mance as indicated by service ratings or other pertinent data. 

Ordinarily, increases in salaries shall not be more than one step_an_d_ 
shall not be made more oftentroan once every six months, nor shall 
salary advancements be given to an employee until he has completed 
his first six months of service except tha:b. an appointing authority 
may propose salary increases of more than one step or more frequently 
than once every six months upon detailed written statements to the 
director specifying the employee ts exceptional performance or the un-· 
usual employment conditions that make such action necessary. The 
director shall review each request for an increase of more than one 
step, giving due ~onsideration to the salary rates paid other em
ployees in the same class and agency, and may deny any request 'Which 
in his judgment is contrary to the best interest of the service. 

Every appointing authority shall at least once in every twelve months 
review the salary of each employee to determine whether the rate of 
pay of that employee should _be advanced to the next step in the range 
and shall advise the employee in writing of the reasons for his de
termination if the salary increase is denied. 

U on the recommendation of his a ointing authorit 
the c assified service o has been pai at one step above the maxi
mum adjusted salary for his class for an aggregate total of at least 
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five ears shall be eli ible to receive as a lon evit increase a 
second additional st e maximum adjusted salary established 
for 

13.3 Holidays 

The following days are holidays, and compensatory time off shall be allowed 
for work done on:·these days except where payment is allowed under rule 13 .2. 

New Year1 s 
Lincolnt s Birthday 
Washington• s Birthday 
Good Friday 
Memorial Day 
Independence Day 

Labor Day 
Christopher Coltlillbus Day 
Veterans Day 
Thanksgiving Day 
Christmas 

When New Yeart s Day, Memorial Day, Independence Day or Christmas Day falls 
on Sunday, the following Monday shall be a non-work day. .An employee re
gardless of his work schedule shall receive credit for the same mnnber of 
holidays as employees whose regular work week is Monday through Friday. 

AR-~r&~R~!:B~-e~t&&P~ty;-~~&R-W!1itteR-R&~iee-~-tae-a~e~eP-e.RS-il;&e-e8ffi
mieei&ReP-K-eatf!.iRiet~ati&R;-may-aeei~e-Bet-te-eMeeea-~W&-ae3:i-e.e.ye-e~ 
eae-~~i-eay-,ep-ye~-~P-gPe~~PeePeatiea.a±-e.etiv~tiee;-ua-aRy-ef-aie 
em~~eyeee-r~t~i~a~-ia-e~e&-aeti¥ity-e~~-ee-aeemea-te-aave-eeeR 
~P~ea-e.~lea?e-&~-e.eeeRee-wi:t;'a-,~-~eP-tae-SJ'ee~iea-,ePieaT--~ea-~tiei
,at~ag➔m~~eyeee-eatil-B&t-ee-&Bt"~ea-te-~e-lea¥e-w~~➔ay-eMe~--t.aat 
aa-:em,leyee-Pe~~i!_aQa-te-weP~-a~~~g-tA-Q-aeei~tea-,ePiea-te-e~~,;~-eeeea
tial--ee~eee-ee~e-el½=l;it~a-49-~e"-eP-~e&-i,~ea:t;-,eP-=&ae-tii:me 
W&iil'1€@QT 

13.7 Vacation Leave 

Each person employed on a monthly basis in a continuing position in the 
classified service shall earn vacation with pay at the rate of ese-w&Pld:.Rg 
Eiey four working hours for each full meae-e~-eeffiee payroll period during 
the first ~4:7'fe-yee.N3 130 payroll periods of continuous employment by the 
state and at the rate of eae-aB.Ei◄Be-~Pilia-aaye five hours for each full 
m&Rta-e~-eene:ee ~ayroll period thereafter. Service shall begin on the 
date of' state emp oyment and time on layoff, suspension or leave without 
pay, except as otherwise provided by law or these rules, shall not be 
counted in detennining the date of completion of a full lft&R=6e.l.s payroll 
period or f:ive-;r&e.Ps 130 payroll periods of continuous service. Vacation 
leave shall not be ea.med by employees on temporary or emergency appoint
ments. Appointing authorities may detenn.ine the time and establish sched
ules governing the use of vacation leave. No vacation leave shall be 
granted during the first six months of service, but upon satisfactory com
pletion of such period, vacation leave shall accrue to the employee for 
the time served. Unused vacation leave may be accmnu.lated to a total of 
21;-wePkiR~◄eye 192 working hours provided, however, that an employee who 



( ( 

#4 
6/13/61 
Hon. Walter F. Mondale 

is about to lose a-aay four hours of vacation leave because of the limi
tation of accrual imposed by this rule, upon advance notice to the ap
pointing authority, may within the 3Q-eal-e!¼Eiai:a-aaye payroll period 
following absent himself with or without the consent of his appointing 
authority to prevent the loss of such ee.y hours, and action so taken by 
the employee shall not constitute a basis for disciplinary action or loss 
of pay. 

'. 

An employee on military leave as provided in rule 13.11 shall not be 
limited to 2k-aaye 192 hours accrual of vacation leave. He·may immed
iately upon his reinstatement from military leave take all vacation leave 
in excess of ak-aa~e 192 hours with or without the consent of his appoint
ing authority. In the alternative, he may elect to be credited with the 
vacation leave in excess of 21;-aaye 192 hours, but such leave shall be 
taken at a time detennined by the appointing authority within two years 
of the date of reinstatement . 

.Any employee ~o is separated from the state service by layoff, resigna
tion, death or otherwise and any employee who is transferred or who accepts 
employment under the jurisdiction of a new appointing authority or in the 
unclassified service of the state shall be paid for the number of working 
aaye hours of unused vacation leave accumulated to his credit. 

In the event it is proved to the appointing authority's satisfaction that 
an employee was unjustifiably suspended and the employee has lost pay as 
a result of such ·suspension, the appointing authority shall, without re
gard to the 2k-aay 192 hour limitation mentioned above, add to the em
ployee's vac~tion accumulation a nmnber of vacation aaye hours equal. to 
the munber of working aeye hours losto • 

13.8 Sick Leave 

Sick leave shall be earned by each person an.ployed on a monthly basis in 
a continuing position in the classified service at the rate of eRe-we~~iB.g 
eay four working hours for each full M&R:l;a-e~-een~ee payroll period. Sick 
leave shall not be earned by employees on temporary or emergency appoint
ments. Service shall begin on the date of state employment and time on 
layoff, suspension or leave without pay, except as otherwise provided by 
law or these rules, shall not be counted in determining the date of comple
tion of a full m.&:a:l;a payroll period of service. Utm.sed sick leave may be 
accumulated to a total of e:ae-ii~eEi-w&!:'lfi:a~-eaye eight hundred working 
hours. When the maximum limitation has been accumulated, employees may 
use e:ae-~~~-eay-a-me:a:t;a two hours a payroll period of sick leave that 
would have been earned as additional vacation. The other &:ae-a&l:~-Eie.y two 
hours shall lapse, but shall be recorded by the appointing authority. Any 
employee who has such lapsed sick leave recorded to his credit may/ apply 
to a committee com.posed of the governor, the corrnnissioner of administration, 
and the director to have the lapsed sick leave restored in the event of an 
extended illness. The committee in its discretion may authorize use of all 
or any part of the lapsed sick leave after thorough investigation including 
complete medical reports of the illness requiring the continued absence of 
the employee. 
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An employee may utilize his allowance of sick leave on the basis of appli
cation therefor approved by his appointing authority and reported to the 
director, for absences necessitated by inability to perform the duties of 
his position by reason of illness or injury, by necessity for acute med
ical or dental care, by exposure to contagious disease under the circum
stances in 'Which the health of employees with whom he is associated or 
members of the public with whom he deals would be endangered by his at
tendance on duty, or by illness in his immediate family for such periods 
as his attendance shall be necessary. The term 11 immediate famil~1 shall 
be l:i.mi ted to the spouse, minor children, or parent where the parent bas 
no other person to provide the necessary nursing care, living in the 
household of the employee. Either the appointing authority or the director 
may require a medical examination or medical certificate as he deems neces
sary before approving the utilization of sick leave. Within the discretion 
of the appointing authority, use of sick leave also may be authorized in 
cases of death of the spouse and the parents of the spouse and the parents, 
guardian, children, brothers, sisters or wards of the employee. 

All sick leave shall expire on the date of separation from the state serv
ice and no employee shall be reimbursed for sick leave outstanding at the 
time of termination of his state employment. 

A former state employee who is reappointed within three years of his sepa
ration from the service under the provisions of the act and these rules 
except as a provisional, temporary or emergency appointee, may have his 
previously accumulated and unused balance of sick leave revived and placed 
to his credit upon approval of the new appointing authority. 

An employee who is transferred to the jurisdiction of another appointing 
authority or who accepts employment under the jurisdiction of a new ap
pointing authority without interruption of his services to the state shall 
be entitled to credit in his new employment for the accumulated unused 
sick leave earned in his former employment. Accumulated sick leave unused 
at the time of grant of leave of absence to an employee to accept employ
ment in the unclassified service shall be restored at the time of rein
statement of the employee to his classified service position. 

As secretary of the Board, I .. certify that these rules were duly adopted in ac
cordance with Minnesota Statutes 1957, Section 1$.0412. 

We will appreciate your consideration and approval of these rules as to fonn and 
legality as provided by law. 

JohnW.r-

APPROVED AS TO FORM 
l..6$Al.tTY • r,/ -1 / 

AND DCt Bil l't. A,.X._19f __ . 

Director 

STATE Of llllllSO't~ 
DEPARTMENT Of ITATI 

~~1LED f".,. .,, mo .. 
JUN 2 8 19 6 r- " · ~ 0 

'"T • 

~ .J!! ,<I,_ rtrrrw' 

C7 , Secretary of Sta• 

Al 



PLEASE POST 

'ID DEPAR~ HE.ADS AND EMPIOYEESi 

The.attached proposals to.revise State Civil Service Rules 3.3, 
5 o 2, 13 .3, 13. 7 and 13. 8 will be considered by the Civil Serviee 
Board at a public hearing at 11:00 a.m • ., Wednesday, June 7, 1961 
in the offices of the Civil Service Department, 122 State Office 
Building, Sto Paul 1, Minnesotao These proposals are presented 
in detail before the hearing so that interested persons may have 
time to study them and to prepare any written material in con
nection with them that they may wish the Board to consider. 

In presenting these proposals, the rule or part of a rule for 
which revision is proposed has been copied from the present Rul.es. -
The parts to be deleted are shown by striking the present word
ingo Proposed new material is ,mderlined. 

CIVIL SERVICE BOARD 

DATE: May 4, 1961 

/ 

PLEASE POST 
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PROPOSED REVISIONS OF CIVIL SERVICE 
RIJLES 3o3, 5o2~ 13e3, 13o7 and 1308 

3.3 Labor Service 

c. Report of appointment, termination or :interruption of employment 
in the labor service shall be affected as follows: 

(1) In the case of regular employees appointed from a current 
labor service eligible lists, by payroll notation showing 
date of employment or ma.i.,ner and dates of interruption or 
termination of service; except that in event an employment 
termination or interruption of more than thirty days is 
for reasons reflecting discredit on the employee, a written 
notice setting forth the specific reasons for the action 
sha11 be fumished the employee and filed with the director 
prior to the effective date of the actiono An em~oyee 
with civil service laborer tenure:z as defined in· e law 
and explained below3 shall be given written notice of dis-
ci: li action and shall have ri ts in accordance·witb.-: 
provisions of Minnesota Statutes 2 ~ Subdivision l and 
2o 

(2) In.the case of other emergency or temporary appointment for 
periods not to exceed five months in any one calendar yea:r, 
by. similar payroll notationo In such cases the payroll 
shall clearly show t,hat the appointment has not been made 
under (1) above and the employee o~th required by the pro
visions of Minnesota Statutes~ Section 43016 must be filed 
with the director before payment to the employee can be 
approvedo 

ill 
for a tot o 30 mont s within any month period shal be 
known as Civil Service Laborers and shall receive the same 
tenure rights ~iven to other classified employees of the 
state not int e labor serviceo The de arimentsV certifica
tion in such form as e Director ma rescribe • at an em-

s condition w~ establish his tenure rights. 

5. 2 Administration of· the Compensation Plan 

b. Sa1ary Increases 

Sal.ary adjustments within an established ra,.'"'lge shall not be 
automatic but shall be dependent upon specific written recommenda
tioiis by the appointing authority» which shall be based upon 
standards of perfonnance as indicated by service ratings or other 
pertinent data. 

Ordinarily, increases in salaries shall not be more than one 
step and shall not be made more often than once every six months, 
nor shall salary advancements be given to an employee until he has 
completed his first six months of service except that an appoint
ing authority may propos_e salary increases of more than one step 
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or more frequently than once every six months upon detailed writ-
ten statements to the director spec'i.:fying the em.ployeeus exceptional 
performance or the unusual employment conditions that make such. ac
tion necessaryo The director shall review each request for an in
crease of more than one step$ giving due consideration to the salary 
rates paid other employees in the same class and agency, and may 
deny any request which in his judgment is contrary to the best in
terest of the serviceo 

"' Every appointing authority shall at least once in every twelve 
months review -the salary o;f each employee -to determine whether the 
rate of pay of ·that employee should be advanced to the next _step 
in the range and shall advise the employee in writing of the reasons 
for his determination il' the salary increase is deniedo 

.f 

usted 
ked in 
ice of 

mum a justed s or his c asso 

U n·the recommendation of his a 
ssified service who 
·adjusted salra fo r an aggr te- -

total o at least five ears s l be receive as a lon-• • 
increase a second additional maxim:um. ad·usted 

salarJ est~blished for -is classo 
~ 

13.3 Holidays 

The following dajs are holidays~ and compensatory time off shall be 
allowed for work done on these days except where pgym.ent is allowed under 
rule 13o2o 

Neli' Year9 s 
Lincoln;s Birthday 
Washington's Birthday 
Good Friday 
Memorial Day 
Inde-penqence Day 

Labor Day 
Chris·topher Columb.1.s Day 
Veterans Day 
'I~anksgiving Day 
Christmas 

When New Year's Day.9 Memorial Day~ Independence Day or Christmas Day falls 
on Sunday .9 the following Monday shall be a non-work day o An employee re
gardless of his work .schedule shall receive credit -for the same number of 
holidays as employees 'Whos_e regular work we~ is Monday ,through Fridayo 

i I 

A~-a~~h~~~~rr~~~~~~~~~Hfi~~ae 
e~~~e~~~~~~n~j'S-~e@lig~~t-~~-~*-ha'M-aeye 
MP-ffl@-~~~aif1~0~~~~~~~a~~~e-aB.:f➔i-fliS 
em~0~~~~st.~~~~~~M◄0~s&-t@~v;e-e0eR 
g~0~a40~~~~~~~~~~-.... N0a-,aF-l;iei
l"flt,!:~~-,ee0-M~-~?e➔~0 smiaki'&;e~~~a~~~-e§e~t~a~ 
M'l~i~~~~e~~}f~~~e-e0~~<:i-i,e~S:O<:i--~~~eeeeB
ti~~ee-~~*-k-(m?aN~~~.,,,~~<ah~effi-&e~ae-~0 
W&Ne&w 
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13.7 Vacation Leave 

Each person employed on a monthly basis in a continuing position 
in the classified service shall earn vacation with pay at the rate of 
019.e-wP}ang-&ay four working hours for each ful.l »0BQ-e~-ee~~ee E,!l
roll period du.ring th~ first _five years of continuous ~ployment by 
the sta·te and at the rate of eae-M&-*-ae-~®a~◄e.~: five hours :for 
each fu11_-m&R~~~eeniee payroll period thereaftero Service shall 
'Qegin on the date-of state employment and time on l~yoff, suspension 
or leave without pay, except as otherwise provided.by law or these 
rules, shall not be counted in determining the date of completion of 
a full month's or five years of continuous servieeo Vacation leave 
shall not be earned by employees on terp.porary or emergency appoint
ments o Appointing authorities may determine the time and establish 
schedules governing the use of vacation leave o No vacation leave 
shall be granted during the first six months of service, but upon 
satisfactory completion of such period~ vacation leave shall accrue 
to the employee for the time servedo Unused vacation· leave may be 
acC'UlllUl.ated to a total of 24 working days (192 working hours) provided, 
however~ that an employee who is about to lose a day of vacation leave 
because of the limitation of accrual imposed by this rule, upon advance 
notice to the appointing authority, may within the 30 calendar days 
following absent him.self with or without the consent of his appointing 
authority to prevent the loss of ·such day, and; action so takan by the 
anployee shall not constitute a basis for disciplinary action or loss-
of PB.Yo 

An employee on military leave as provided in role l3oll shall not 
be limited to 24 days accrual of vacation leave o He may ilmnediately 
upon his reinstatement from military- leave take all.vacation leave in 
excess of 24 days with or without the consent of his appointing author
ityo In -the alternative~ he may ·elect· to be credited ·with the vacation 
leave in excess of 24 days 1 put such leave sha1l be taken at :.a time de
termined by the appointing authority within two years of the date of 
reinstatement o 

Arry employee 'Who is separated from the state service by layoff, 
resignation~ death or otherwise and any employee who is transferred or 
who accepts employment under the .jurisdiction of a new appointing au
thority or in the unclassified service of the state shall be paid for 
the mmiber of working days of unused vacation leave accumulated to his 
credito • 

In the event it is proved to the appointing authority8 s satisfac
tion ~at an employee was unjustifiably suspended and the employee has 
lost pay as a result of such suspension, the appointing authority shall., 
without regard to the 24 day limitation mentioned above., add to the em
ployee's vacation accumulation a llUDlber o:f vacation days equal¥ the 
number of working days lost., 

1308 Sick Leave 

Sick leave shall be earned by each person empl~d on a monthly 
basis in a continuing position in the classified service at the rate of 
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eBs-w~d:~-aay four work~ hours for each full me~~e~.-ae~~e .E!l: 
roll periodo Sick leave shall not be earned by employees on temporary 
or emergency appointmentso Service shall begin on the date of state 
employment and time on layoff, suspension or leave without pay, except 
as otherwise provided by law or these rules; shall not be counted in 
detennining the date of completion of a full month of service o Unused 
sick leave may be accumulated to a total of &!l&-R~SG-w&~~e 
eight hundred working hourso When th~ maximum limitation has been ac
cunmlated,_ employees may use &B&-&ti~~-a~m@ two hours a payroll 
period of sick leave.tha~ would have been earned as additional. vacationo 
The other @Be-~e~ two hours _:shall lapse, but shall be recorded by 
the appointing au.thdrity o Arty employee who has such 1.apsed sick leave 
recorded to his credit may apply to a committee com.posed of the governor, 
the com.missioner_of administration, and the di.rector t~ have the lapsed 
sick leave restored in the event of an extended illnesso The committee 
in its discretion may authprize·use of all or a.ny,part of the lapsed 
sick leave after ~orou.gh investigation including complete medical re
ports of the illness requiring the -continued' absen~e of° the employeeo 

An employee may utilize his allowance of sick leave on the basis 
of appli-0ation therefor approved by his.appointing authority and reported 
to the director, for absences necessitated by inability to perform the 
duties of his position by reason of illness or injury, by necessity for 
acute medical or dental care, by exposure to contagions disease und~r 
the circumstances in which the health of employees with whom he is asso
ciated or members of the public with -whom he deals would be endangered 
by his attendance on duty, or by illness in his immediate family for 
such periods as his attendance shall be necessary o The term II immediate 
fam.iJ:y• shall be limited to the spouse, minor children, or parent where 
the parent has no other person to provide the nece_ssary nursing care, 
living in the household of the enployee o Eith«9r the appointing authority 

· o:r the director m.ay require a medical exanination or medical : certtl'icate 
as he deans necessary. before :approving the utilization. of sick leave~•
Within the discretion of the appointing. authority, ·use of sick leave also 
may be authorized in cases of death of the spouse and the parents of th.e 
spouse and the parents, guardian, c..riildrensi brothers, sisters or wards·:: 
of the employeeo 

All sick leave shall expire on the date of separation from the state 
service and no employee shal.l be reimbursed for sick leave outstanding at 
the time of termination of his state employmento 

A fomer state employee who is reappointed within three years of his 
separation from the service under the provist-ons of the act .and these 
rules exc~t as a provisional, temporary- or emergency appointee, may have 
his previously accumulated. and mmsed balance of sick leave revived and 
placed to his credit upon approval of the new appointing authority o 

An employee who is·transferred to the jurisdiction of anoth'er appoint
ing authority or who accepts employment under the jurisdiction of a new 
appointing authority without interruption of his services to the state 
shall be entitled to credit in hie new employment for the accumulated un
used sick leave earned in his former employmento • Accumulated sick leave 
unused at the time of grant of.leave of absence to an employee to accept 
employment in the unclassified service shall be restored at the time of 
reinstatement of the employee to his classified service position. 


