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PUBLIC NOTICE 

Minnesota Civil Service Department 

Proposed Revision of the Civil·Servioe Rules 

Under the provisions of Minnesota Statutes 1957, Section 15.0412, 
Subdivision 4, notice is hereby given of a public hearing before 
the Civil Service Board on proposed changes to Civil Service Rill.es 
lo3, 2.5, 5~8, 8.2, 803 1 8.5, 8.7, 809, l0o3, 10.5 and 10.6 •• 

The hearing will be held at 11,00 a.m . ., Wednesday, August 5, 1959 
in the of.fices of the Civil Service Department, 122 State Of.t'ioe 
Building, St. Paull., Miimesota. 

The purpose of the revision to rule 1.3 is to allow editing of 
the rules 'Where required to bring the rules into conto:nnity with 
changes in the Civil Service Law. The remaining rev-isions a.re 
proposed to bring the ruJ.es up to date with past aharlges in the 
Oiv:11 Service Law, prior to publication of a revised edition of 
the OiTil Service Rules. 

-
1'he present rules are printe<1i in their entirety on the attached 
proposal. PrQposed deletions have been crossed out and proposed 
new material· is underlined. 

OIVI1' SERVICE BOARD 

_ _J 
.aciceoecireaey-

J 

Ju17 3, 19;9 

PLEASE POST 
-------- ------



lo3 Editing of the Rule~. 

Prior to issuing or reissuing copies of the civil servioe ml.es the 
director shall .edit the ;-u.J.es_ and ma:y make :the following., and only the 
following., changes. Such- changee shall not be deemed to be amendments to 
the rules and each shall be reported. to the board before release of the 
copie,s. Any change disapproved by the board sh.all be excluded fran the 
issue or reissue of the rules. 

a. Changes to correct spell.ing or t~ographical errors. 

b. Changes to correct grammatical_construotion but such changes shall 
n~~,~~e~_tb.e interpretation; intent or purposes of the rule. 

c. Cha.rig es to,. correct exact quotations of statutes, which are clearly 
identified ,as"' Stleh ·by ·enclosure_ in quotation marks and by ei tation 
of statutor;-··~eference, where enactment of statutory amendments makes 
such action necessary to make the quotation true and aocurateo 

d. Changes··- to ·oorreet statutory references enclosed in parentheses and 
preceded .b7 the .wo_rds ".Refer to• where desirable from an infomational 
or ready:~ef'en.,noe V'ie~oint. 

e~ Change·s'::to'.:_:rsmm,.b~r ru.les or. ruJ.e references· as necessary due to adop­
·tion of- new rules or abol.ition of existing ro.les by the board after 
·proper notice_ and hearingo • • 

with ohan es in the Civil 
c~nstrµed to include changes 

2o5 Appointment and Employment of the Director 

The director sha.ll·be selected -and appointed by, the .board on the basis 
of competitive examination and in accordance with t~e provisions of Minne-
sota statutes, Section 43 .041.o _ • 

'8e~-e~e-eu,e~&l'-eall-ee-a.e~~-~tee-eeu~~e 
~4.~~tteeerieeti-~:baww 

. . . 
5.8 Ef.f'eot of Revisions of the Oompensat~on Pl:-an 

. "' 

As soon as· poesibie but. not later ·than one month after the effective 
·date of any_ amendment t(? .the sal.a.ry -plan, the rates to be paid to 8'11P+o79es 
in positions of a:ny class f'or _ which ,a ,rate is established or changed shall 
be adjusted as .follo~ ,· . . : . . .,. -: . , 1~,k 

8,r--~~~e,~·ei-~ieye,t~~~-~p&M-e~ieee-ttilfm-tae-.uJta..:.~ 
t&e-Pel!.ge-~PeeR4.eee~leP-~e-~ee-M-wi!iea-kie-]'9eiMea-kae-eeeB 
el±eeate&-Mti3:-ee-iftePeaeee-M-~•-m4:.ftUtllll-Pa~-eetaei!:Sftea-l•P-4ae 
eleeeT 
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-'.,:; .t>··:d·~··f·· 

&,r--~►etia!'Y-9&~-eml'~Yee-we-4e-~aiEi-~..cnt1 tte sad 
lMKMftllll-9E-~&-ftfig8-J'!'effPieed fe!---~e ~e..rwie& ftY Y,98¼­
~-:hae-&eeB.-tileea~e<:i-elrte=~-Mt,-ee-e~--...,.-HaeoB-&~&-1181' 
eetie-e.Meef'~~t.-~-Me-ea3:e.,--Eieee-RK-i~~-eft-&-etJep-ri~b 
~-ftew-ttuge-4~~-ee-a~et.ee-~-tae-aeJri;-aigaeP-e~ 

e"--IPH-ealuy-e&-a!!Y-f'&H&ee&t,-eap~~e~-1ilrtiea-ie-i:B-eHeees-ei-t.ae 
11MiaWl◄l~tae-•~~"e~P4.eeQ-'9W-t.Ae-e~aee-~wkiek-Me-i,eei" 
t•eB-au~eR~ea~e-G~..-Mtr-ee-ea&B!eQ-ey-•eaeea-e&-.ae-aelf 
~tie,-&li~-eao-~~~~-Rei;.-ee➔i~"&~e-t.e-11eeei:w-ar 
~Yy-Ut.eH&ffh-~etia~-el-~-n&eP4a.M-a-,eRt.an.eRli-• .. 
J)d:&y:ee-wa&ee-e~~e-'b.-eaeee-e&-iite-m&JEHtWft-el-~e-MRg►:i,•e.. 
ee!'ieea-lep-~e-tiaee~-wftiea-aie-!'98"iett-ftae-eeeB-eaeea~ee 
M~-ee-Peeeee.-=&e-e~~-wi~~-~~Peeeriee~Stiftl'Y~,r 

"ao An employee whose class is reassigned to a salary range. whioh is 
not more than two ranges higher than his fonner r~e, shall re-
ceive an ad ·usted sal beari the same relation to the minimum 
and the maximum salaries of h s new range as his form.er s ~ 
innnedia.tely preceding the reassignment bore to the miirllnum an 
maximum of his fonner rangeo 

flbo • to a sa 
receive 

onn.er 
er is 

a·.2. Methods of Filling Vacancies 

Upon receipt of request for an employee the. director shall oertify. 
the proper number of names from the appropriate eligible list or autho~­
ize acme other kind. of appointment as provided in these rules o No ap- . 
pointment except an emergency appointment shall be made withoU:t suahoer­
tification ·or priol;' authorizationo , If the position to be filled. is a . , 
permanent one, ·the director shall certify t.ae-eM-~-a6:gaee.-ea from 
the agency layoff list. If no Sllch layoff .1ist exists, he shall o'm'{fy 
'a"e ftell81!1 from . th~ • agency pranotional lis~ . • . 

In the absence of either such lisii the director shall certify \;&Ni . 
B.alftee from tµe eligible list he deems appropriate taking into considera­
tion any request made. by an appointing authority as to the list to be 
used. · ·· ·•.- · .• 

.. ; 

However, if ·ari'.appointing authority submits specific written state~ 
ments that the· interests of the state would be served best by certi.t1oa­
tion from sane list other than the.agency promotional list and.that the 
use of such list is not.practicable and.the director finds that there ,are 
better qualified persons on other eligible lists, he may certify names 
train some eligible list other than the agency promotional listQ The 
director shall report to the board each instance in which an appointment 
1a -made under provisions of this paragrapho 



8.) Certification of Eligibles 

a. Order of Certification 
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-The-one_name highest on the· layoff list shall be certified for 
one vacancy.··. rn·t1:re case of all. other eligible lists the ~• 

. . . Biglteet.-'.Ml&&e--SB&li-ee-ee!'t,"'ee-'9.-.Be--.eeeB~ first : three names 
on·-sucli li1~t···ma11 be certified to ether with • additional names. 

an exam.inationratin wi · in hree ints ··of· the 
. he highest examination rating. ·,·· ••• 

• , . -Eligibi;;;:·_sha11 ·be ibertifi~~·· ~:-~trl.6t:·~r'!er. of;--~t~a.~~,.\~-~-
out regard· to ;,s•ex::or··special ·qUBlifications,.--,except: tlua.t _:where,i-~"~-
1:imitation. ·to· ·one·:: sex· or a·, fe:quirem:8I,J.:t of :·sp~cial._.·_:q~~ica,tions :~is 
specified ey·-the -appointing' autb.o:t"f.;ty_·'.in 'h1.s_.·writte11- 0 ~~9.u~.st :a.nd ~ 

.. the. director'.· :ts· ·satisfied th~~ -~~e'. :tac:t~ • arid._· ~easo.ns ·speqified ·war­
rant -·such··-action,· cert•ification·may be.:lim:ited_ to'·_the· .sex·--specified 
or to·. eligibl-es 'pci's·ses~ing :·t~~- .:·speciai_._qu_~lificat:(o~s;~. • ~. -• ..• :J ._: 

; .•.•t~• • ~•.:•:~•,,• o. J•,..:• •; .. •r~ _ - • ;_ •. i,;,:.~ .-~>,•:'""~,,-· :---:.- '._:,•/, •• : 
1 

-• _. • - h 

--- ,_ ,, ,·, ~ . 
,, '' 

If more than one vacancy is to be filled the name of one addi­
tio~'eligib1e _i'~~ each additional vacancy shall be certified. 

c. C_oncru.rrent Certifications 

• :G~uJ~) f!£:,·~l~ibies~-; shill.,:.:~~~- 6;e'r.tiii~d td'·:vib~cie'~'-,\;r ord~r ~f 
• receipt ·or .h~<inisitions·;fo:r employe~s/with.due. reg~d.for. ti?-e rights 
of eligibles·, standing high~st .on_·tJ:?.e. ~istJ proyid~d, h~~r, that. 
this section shall not·. require I. simult~eou.s certification of 'the • . 
same name·:>on ... -dirferent certifications 'made concurrently •• 

d. Less ·t11an ···Required .Number ~f. Eligibles 

Whenever there are not sufficient_ names on an eligible list-to 
make a:-,:canplete·~:certification,· _the director: may _a.ugmen~ :thqse :names 
·-.by :a -suf'.ficient nmnber of names f~ _. other _approprµ.te _.lists :cto. make 
a c~~:!:ef \~~~Il1.f~~a~ffn{~ · ~-~:·. ·',~'-;.''.~{;_:~'.;;_~- .. ~:--·_., :·.:: • ·::::·-~;- ~--::_~· ~:' ~:------ ' .... • • .~:-. 

e. IncQmplete Certification 
~: .:' :--' ·.~ ,·' .. ::~:~:- r: -c:,·.~~{ ... :-~ .. t:·/ ,. ~;~{-,~;c. 

. . When the number of names available for i'illµig any vacancy is 
·,·· f~-;r ;than'o'three ':ex·cep·f in c~s"~- ._p£ .c:~r,tificatie>n . .t;ran .a,, 1qc;>fJ ).ist, 
:• the -~p.po~t~.' aut~t?11~f may:-~:1-~~1,Ble· -~e~if:i_ca~i?I1:7f~~<~~~ .. v,8:~0Y 

and _prpceed to·- ·fiD.:·· ~the_:_ V~(?~QY. .. ~: -~ .,9th.er. mB.Ilner .. iro}1_9ec3:~~ __ 
. :: .. -• .. :·>: f.t:· .. :.'' 1::: '·'>i .. -.; . .,<,;:; ::::~ .• ;,\:,,. •·/·.'..l ,_ ·;-- ;·r,· ,,.,. , \''' 

f. Certification from ~la~e~·List~.,. ,·, ~--~::\! J 
: ;•: "' . r::~t·::, ,;-:_" :•,'.~ ~'.:::.,::_.i ··-'·'.:~".<:"'.~ ... ; ,;c;· <:\ ,• . ·,• c: y•·,::,::-:-_ :~'.C '.:·:. 

::·The. director~·m.ay in his discretion_. certify. fran eligible ··11sts 
for higher classes to _ vacancies ·. occurring in lower classes or fran 

: eligible· i•ists for "one: cia·as ;to'·vacancies in another class where he 
detennines the examination reasonably measures the ability of the 
eligible to perform the duties in the class to which certification 
is made. .. •• 
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g. Non-Appointment of· a .V:eteran When Certified 

In the event of the-rejection by the appointing.officer of an 

1
eligible ~titled to veterans preference under Minnesota Statutes, 

•., Section 43.30; when certified for pran.otion or to fill a vacancy or 
a new position, the appointing officer shall forthwith.file in writ­
ing•· with the 'director. the reasons- for such rej action and. shall ~r­
nish. to :the···rejected veteran a copy thereof o (Refer _to Minnesota 
Statutes,:.Secti~n 43~30~) .. • • . : .••• • • .. ·:, .. ·. , : 

ho Wi~draval of c~·~ifi~ftions 

In event appointment is not:.reported within ten days ·of the date 
of certification the director may withdraw such certification and 
shall certify the names of eligibles included in such certification 
on the next requisition.received for the appropriate class· of employ-
ment. • 

i. Certification of Married Couples· • • 

Upon the written request of an appointing authority the. d~ector 
may certify only the names of married couples from the eligible lists 
£or the classes. of' th·e positions to be fiJJ.edo- If the director 
appi-oves the request, he will combine the scores of.married couples 
on the appropriate eligible lists and certify the three couples rank­
ing highest on the basis of their can.bined scores. 

8o5 Tanporary Appointment 

Tem.por~ appointments shall -when practicable be made from eligible 
lists. I:r ·arter the director has made a reasonable effort to certify 
eligibles for temporary appointment .frQn an existing eligible list, he 
has found it impracticable to make such certi.ficati on because of non­
avail·abili ty · of eligibles, he may authorize the temporary appointment of 
an individual.designated by the appointing authorityo {TempePfiPY-ep~t­
meMe Mti~-Be ... eeea-tft~e m0Mae~--8-aeeeeaive4ea:f'@eey-e!'l'MB~Me 
=&e-~e eeme ,ee~Mfl.-fJftti~E.&~be :m&ee-MP-~~e,-~e:R.-neei'N~ 
~-i!l~~O~Sf)pei&tme~vi~~ sae-,,-eeP&- No person shall. receive 
more than one tan: or a; oini:ment within one aro No tern: o • a: oint-
ment shall .. exceed six mon hs exc t to f a vacan · created an a;· roved 
leave of absence not to exceed one ar or where the civil service oard 
rants an extension of t . or :a intment to t e ma.:rlmum of one ear in 

the bes interests of the stateo The acceptance or refusal by an eligi e 
of a temporary appointment· shall not affect his standing on the eligible 
list nor shall the period.of temporary service be counted as a part of his 
probationary period in ease of subsequent appoini:ment to a permanent posi­
tion0 
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8.7 Provisional Appointment 

When~ a.u.thor.ize·d by the direct.or. .in the absence of an appropriate elig­
ible list~- _a,'_provisional appointment of a qualified person may be made to 
fill .a vacant position. heer,~i;ae-eaee-ef-a"e:J:ft-.eRte1&Eie--mtee•➔he 
~eftBi&Re~I-Hieee&~a-St~~teey~e~ieR-~3~~1.,.-P~tHig-te-~e-~3:ee-el 
!:ftettilat9:&R-ei-=t;ae-ei'ri~eewiee-e.M8fft4:BiBg-,P&gPem.,. Such·an appointment 
sh~ be tenninated upon expiration of tit!fee six months or upon certifica­
tion and_ appointment from an eligible list, which.ever occurs firsto·· : e9.e­
Qesei~e~Pe-.isie~-a,,ei:R~eRY-~e~~e-e8Ble-~&eit3:9R-ek&a-Ret-ee-tilewee 
ieP-e-tei;el~e•iee-ef-mePe-taaB.-ta!'ee-lft-8Rtfte-e.Ba-Re-~e•eeB-eaa~l-eene-mePe 
~ft&.ft-t~Pee1eft~S-8ft-e~~wieie~-a~eifttfieft~il-&BY~e~eaea.-yee.P7-e1£ee,t 
ee-e:&aeP1A:ee-J!~eee-ey-H¼BReeeta-Stat~tes1-iee~ie:&-~3,,l*~ No person shall 
receive m-ore than • one rovisionaJ. a: ointment nor serve more than ·six months 
l.n any -mon ·per1.o as a provisional appointee, except, ere _in individ­
ual cases reviewed by the civil service board, that board grants an exception 
for the good of the service. 

Where the . work carried on under a provisional. appointment is on other 
than a continuing full-t:une basis, _the length of the appointment.shall be 
limited to·the mnnber of hours which is equivalent to a taPee six.months' 
appointment on the basis of the work schedule for the organization unit and 
the type o:f employment concerned. 

The appointing authority, ·in nominating a person for provisional appoint- 1 

ment, shall transnit to the director a statement o:f qualifications o:f the 
naninee, in sucll :fonn ~s the.director shall prescribe. 

No seniority shall be gained as a result of· .a provisional appointment ex-. 
cept for the continuanc~ of seniority.in a lower class upon provisional pro­
motion to a higher alass pending certification and appointment from a·pro-. 
motional list. • 

8. 9 Trainee Appointm.ents · 

Appointment o:f students or other suitab1e persons to serve as internes 
o:r:-· apprentices ·shall .be subject to· approval .bf -the· director~· Such appoint­
m~nt may be non-competitive and shall'notexceed eRe-yeaP two years in dura­
tion except_ for psychiatric residencies where the period.shall not exceed 
five years. . The appointee shall be. subject to. removal at anytime without 
specification. of cause, and shall -~quire no civil service status by virtue 
of such appointment. Each . appointm.ent under this provision of the rules • 
shall be reported to the board. (Refer to Minnesota Statutes, Section 43 . .32.) 

10 . .3 Suspension.· 
• • • <.- _1 "'l, 'OP' • ,.. A- 0 • • .' • • ~ ;'• • .. ' .. ., , ~•,; ~• 

An aPP01nti.ng -·~~tho'rit_y·!Jlai._~spend··· ~- emp;J..oyee-without:pay :for disci~ 
plinary- ·:reasons' or.-~;other cause:~0~:L•;.:~·~ •· .• --~: :.... • • • , 

• · .. )~::·::;·:;·{?_;::l~:/ .. ~:;-::,::.·:. _:.-,_ .. ,-~.,r~;,:~~:~\:~·· .. ••. .- ·- . 
If the suspension is for a period or periods exceeding 30 calendar days 

in any 12 month period Qe-Peee&Be-~a&Peiepe~aH-:-ee-hnieaee-tae-•p~e 
eR&-~ae-ei:Pee~eP-4:ft-wPi~~~-prie~-w-'4;1:te-e~feeM•e-aHe~-~e-ftepeuMB ! 
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penn.anent employee shall, before the action is taken, be furnished with a 
statement in writin sett forth the reasons for the su ension. He shall. 
be permitted five. ciazs ime to reply thereto, in writing, or upon request, 
to apPear personallz and reJ2lY to the head of the department<! A copy of the 
statement and the em.ployee1s reply, if @Y, shall be filed with the director 
prior to the effective date of the suspension., and tlie permanent employee 
concerned may demand a hearlng o 

If the period or periods afi:'suspension in any 12 month period do not ex­
ceed a total of 30 calendar days, prompt notice of the. suspension shall be. 
given iii writing to_ the director and the employee, but in such case the ~­
ployee·-shall' not be eligible • ~ a hearingo U;eon the em lo ee1s written 

• • • • •• • h disci: he 
ificall 

No seniority shall be acquired during the period of su.spensiono 

If it is proved to the appointing authority's satisfaction that the em­
ployee was unjustifiably suspended, any rights that he would have had if the 
suspension had not occurred will be returned to him, and any loss of.pay re­
sulting from the suspension will be adjusted as provided in rule l3o7o 

10..5 Demotion 

An appointing authority may demote an employee for inefficient perfor-
mande;of his duties, for,dis9iplinary reasons, or for other just causeso 

• ~-a!':pM:B4;~et,~y-eftti~-4lt!'ftiee-e-~eu-~~&yee-witA-e. • . 
wi~ft-e~eioeaeH~a~eaeeRe-ieP-&etfte~i&ft-tmEi-eaal~~e-a-~y-~e 
e~HeRt~~t,-~--4;4:te-e.iPOe~er-e~-ei•il-ee~iee-pP~•-~tae~e"•e-ae.e--el 
Qe~ft,ljt~l:f'- :-:i. ,;" 

A permanent empio e shall· before the action is taken, be furnished • 
with a sta 
H 

the direc or prior. o · e effective e o e demoiono e perm.anen ... 
employee upon :written request may danand a hearing before the board in ao-. 
cordanoe with the provisions .. of rule 12ol (c) o (Refer to Minnesota Statutes, 
Section 43.240) . . •. .: : . . · 

At arty. time during the probationary period that an appointing authority 
detennines that the employee ts performance does n~t meet work standards .. he 
may demote the emp~oyee,. except that. no employee serving a probationary 
period following his transfer , or pr:anotion .. shall be demoted except :r.0·1t just 
cause or with his• consent during the first thirty calendar days of the pro­
bationary period •.. (Re.fer to Minnesota Statutes, Section 43.21.) 

.. , . . 1· 
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An appointing authority, Yi.th the consent of the a!fected employee,. may 
demote a permanent or probationary anployee in lieu of layoff. Such action 
shall not entitle the employee to a hearing in the demotion., but his name 
shall be placed on the layoff list and upon written request may be placed 
on the reemployment lif:lt for the class from which he was demoted. No em­
ployee so demoted shall displace a penn.anent or probationary employee except 
in order of seniority as determined under rule 1Oo4 (c)o 

Seniority of an employee in the class to which he is demoted s,.i.all be 
limited to service in the agency and shall consist of the can.bined total of 
his prior seniority in the class to -which demotion ocours., in all higher 
Ola.sees., and in all other classes which the director determines to be suf'fl._ 
oiontly emUar to the class to 'Which demotion oocurso 

Any permanent or probationary employee about to be laid off beoause ot 
. rein~entent of an employee fran military leave or appointment under rule 
6.13, shall be demoted to displace any employee with leas seniority in any 
lower olass in "Which he previously served unless he elects to be laid off. 
In either event the name of such employee shall be placed on an appropriate 
la.yo!! list and upon his written application may be placed on an appropriate 
reemployment list. 

10.6 Dismissal 

Ein.ployees who do not have permanent status may be dismissed at any t'ime 
at the dieoretion of the appointing·authority except those serving the first 
30 calendar days of a probationary period following a transfer as provided 
in rule 8.10 (d). 

h· employee 'Who has pennanent civil service status shall be disn.issed 
from his position except for just causeo ~-~e,-ee-ema-t.fte-a!!fte•er be 
IMte-nea-afl\~e&-ie-~e.lfeB-eit~-M-hmieitee-rit.a-e-ste~eaeB~-4:B-wi•Hll!-· 
eet.-.~-~•e-11eaeee-leP-~e-Ei!i:8!fti:eeal:-w .A permanent em.plo e shall 

action is taken be f"urnished wi 

~==--=~~o Any 
e ore e c :vii service oard in the manner prescribed by rule l • and 

ru.le 12.2. (Re.fer to Minnesota Statutes, Section 43.240) 

It.Any employee who wilf'ul.ly practices, or attempted to practice, a:rry de­
ception or fraud in his application, in his certificate, in his. examination, 
or in seem.ring his eligibility or appointment, shall., upon discovery and proot 
thereof, be removed and disohargedo Charges alleging such deception Qr fraud 
ffl.81' be initiated by the head of the department in -which the employee is work­
ing at the time, or by the director of civil service, in conformity with the 
provisions o! this section relating to notice of discharge and hearing before 
the civil service board.U.,.::-:~~-St,a~fiee,-S.etieB.-ltiw2~T 


