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PUBLIC NOTICE \

Minnesota Civil Service Department

Proposed Revision of the Civil Service Rules

Under the provisions of Minnesota Statutes 1957, Sectien 15.0412,
Subdivision L, mnotice is hereby given of a public hearing before
the Civil Service Board on proposed changes to Civil Service Rules
1.3, 2.5, 5.8, 8.2, 8.3, 8.5, 8.7, 8.9, 10.3, 10.5 and 10.6. "

The hearing will be held at 11:00 a.m., Wednesday, August 5, 1959 oy
in the offices of the Civil Service Department, 122 State Office ' b
Building, St. Paul 1, Mimmesota. ﬁ
The purpose of the revision to rule 1.3 is to allow editing of (\)&

the rules where required to bring the rules into conformity with
changes in the Civil Service Law, The remaining revisions are
proposed to bring the rules up to date with past changes in the
Civil Service Law, prior to publication of a revised edition of
the Civil Service Rules.

The present rules are printed in their entirety on the attached

proposal. Proposed deletions have been croased out and proposed
new material 1s underlined.
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1.3 Editing of the Rules.

Prior to issuing or reissuing copies of the civil service rules the
director shall edit the rules and may make the following, and only the
following, changes. Such changes shall not be deemed to be amendments to
the rules and each shall be reported to the board before release of the
copies. Any change disapproved by the board shall be excludad from the
issue or reissue of the rules.

a. Changes to corrsct spelling or vtypdgraphical errors.

b. Changes to correct grammatical construction but such changes shall
.not alter the interpretation, intent or purposes of the z'ule. :

C. Changes to correc'b exact quotations of statutes, which are clea.rly
- identified as. such by enclosure in quotation marks and by eitation
of statutory reference, where enactment of statutory amendments makes
such action necessary to make the guotation true and accurate.

d. Changes to correct statutory references enclosed in parentheses and
preceded by the words ¥Refer to¥ where des:,rable from en informational
or ready reference viewpoin‘b.

e. Changes to remmber Tules or rule referencee as necessary Gue ‘bo ad0p-
‘tion of new rules or aboli'bion of existing rules by the board after
‘proper notice and hearing

£, Char_xges .'h'o br 'bhe rules into confomi‘by with changes in the Civil
Service Law. is provision shall not be cons‘bmed to include changes
w’ﬁich Zmpiement or in'be;pret the law,

2,5 Appointment and Bumployment of the Director

The director shall be selecte& and appointed by the board on the basis
of competitive examination end in accordance with the provisions oi‘ Minne-
sota Statutes, Section L3.041.

@he-ea.}ary-ef-—the—diaee%ey-ehal}-be-éetm&by-the-bewém&e
léni%e-preeeribed-by-lew :

- 5,8 Effect or‘k, B.evisions of the anpenee'hion Plexi |

As soon as possible but not later than one month after the effective
‘date of any amendment to the salary plan, the rates to be paid to employees
in positions of any class for which a rate is established or changed shall
be adjusted as follows: e S

e

a:--?he-eelery—ef—eay-eugleyee—vh Jie-pa&d—e%—leee-%hen-%he-q&n&nm-e#
%he-range-preeeribeé—ﬁer-%he—e-leee—%e-wh-ieh—h&e—peei%ien—he.e-been
elteeated-chati-be-inereesed-$o-the-minimum-rebe-estabiiched-for-the
eiaasr
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by~-Fho-satery-of-any-enpioyoe-whe-is-peid-besvoen-theninizum-and
nekimum-of-she-range-pregeribed-for-the—elase-o-uhiek-hio-pogi-~
tien-hag-boen-atioented-chatt-net-be-ahanged-by-repscn—-ef-fhe-now
seate-exeapb-theb-if-hip-gatary-does-nos-fati-on-a-abep-within
the~new-renge~-ii-witt-be-adinebed-so-the-newb-higher-sbepy .

Sr=-TRO~E81RIF~0F ~aRF-pormaners-anpioyeor~wkiek~is-in-cxoeas-of-bhe
raxinum-ef~-the~range-progeribed-fev-she-etase~se-whieh-hic-peat~
tion-has~boen—-atlkooesed-chall~-noi-bo-changed-by-roasen-ef-sho-new
egatoy-bub-sack-empioyec-ghaiil-not-bo-oligible-1o~-regoive-any
satery-inePeanege-the-satery-of-any-othor-shan-a-pormaneab-an=
poyeo-wheae-aelesy-in-in~exeoas-of~tho-nakimim-of-tho~range-pras
senibed-for-the-olans-so~-which-his-pesibion-has-poor-eitesased
eh&H-be-reé&eeé—%e-a-peéat-v&théa—%he-preeeﬁbeé-ea&ary-magev

fia., An employee whose class is reassigned to a salary range which is
not more than two ranges higher than his formmer range, shall re-
ceive an adjusted salary bearing the same relation to the minimum
and the maximum salaries of hls new range as hig former salary
immediately preceding the reassigmnent bore to the minimum and
maximum of his former range.

#b. An employee whose class is reassigned to a salary range which is o
three or more ranges higher than his former range, shall receive
either an adjusted sal which is two steps above his fomer
salary or tne minimum of his new range, whichever is greater.*
Minnesota Statutes, Secfbion 413,12, Sub, 2 (6)o . :

8.2. Methods of Filling Vacancies

~ Upon receipt of request for an anployee the d:.rector shall oer’bify
the proper mmber of names from the appropriate eligible list or author-
ize some other kind of appointment as provided in these rules. No ap~.
pointment except an emergency appointment shall be made without such cerw
tification or prior suthorization,- If the position to be filled is a .
permanent one, the director shall certify the-ono-reme-higheab-~en from
the agency layoff list. If no such layoff list exis‘bs, he shall cmry
Ehrge~-pames frcm the ‘agency prom otional list.

In the absence of either such list the director shall certify shwee
names from the eligible list he deams appropriate taking into considera-
tion any request made by an appo:!nting authority as to the liat 'bo be
used. , AR , ,

However, ii‘.'anlappointmg authority submits sPecific written state- :
mente that the interests of the state would be served best by certifica~-
tion from some lilsgt other than the agency promotional list and that the
use of such list is not practicable and the director finds that there are
bstter qualified persons on other eligible lists, he may certify names
from some eligible list other than the agency promotional list. The
director shall report to the board each instance in which an appointmant
i8 made under provisions of this paragraph. .



8.3 Certification of Eligibles

a.

Order of Certification

' .The one name highest on the layoff list ghall be certified for
one vacancy. ‘- In the case of gll other eligible lists the Hhmee

- highesb-namep-chell-bo-sersified-for-ono-vaeaney first three names

on -such 1list shall be certified together with any additional names.

of persons having an examination rating within three J_)oints of ’c.he
Person on the lisf with The highes‘o examma'bion ra'bn.ng. v

PR

Eligibles shall be certn_fied in strict order of- standing > with—

vout regard- to sex or spec::.al qualifica‘bions, except ‘that where .a .

- specified by' “the appom‘bing authority in his. wri'b‘ben reques‘b and

| ‘the director is ‘'satisfied that “the facts ‘and reasons - spec:_f:.ed war-

be

C.

- d.

€

f.

Wltiple Vacanctes < TS

«»Cer'hiflcat:.on Trom Related L:x.s‘bs

- rant -such action, cer‘bii‘:.cation ‘may be limited to the sex ‘specified
or to el:.gibles possessing t.he special quali.fica‘bions., FUTEE

If more than one vacancy is to be filled the name of one addi-
tional ‘eligible for each additional vacancy shall be certified,

Goncurren’c Cerhi_flcatmns ,‘

= Groups of el::.g:.bles shall “be cerbified %o’ vacancies in order of

- receipt ‘of requisitions for employees, with due. regard . for, the rights
of eligibles standing highest on the list; ‘proyided, howefver, that .
. this section shall not’ reqnire simul'haneous .certification of. 'bhe

same name ‘on"different certifications made concu.rren‘hlyo
Less than '~Req1ii'réd ‘Number of Eligibles

Whenever there are not sufficient names on an eligible list-to

. make & .complete* certifica‘bion, the director may augmen‘b those names
by :a sufficient mmber of nmges i‘ma other appropria'be lists 0. make
a comple’oe certifica'tion. » , O e o

Incomplete Cerbifmcation

[N

When the rmmber of names available for filling any vacancy is

;"'f'ewer than’three ‘except in case of certification from. a. layoff 1ist,
. the appoin‘bing authority may. decli.ne certificat:.on i‘or that vacancy
v a.nd proceed to fill the vaca.ncy in e

“’any other manner pmvided. P

'.I!he director may in his discretion certify from eligible lists
for higher classes to vacancies occurring in lower classes or from

~eligible 1ists for one class’ 40 vacancies in another class where he

determines the examination reasonably measures the ability of the
eligible to perform the dut:l.es in the class to which certification
is made. \
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ge Non—Appo:I.nhnent of a Vetera.n When Certi.fied

: In the ‘event of the rejection by the appointi_ng officer of an
/eligible entitled to veterans preference under Minnesota Statutes,
’Section 43,30, when certified for promotion or to fil11 a vacancy or

a new position, the appointing officer shall forthwith file in writ-
ing with the director the reasons’ for such rejection and shall fur-
nish to the rejected veteran a copy thereof. (Refer to Minnesota
S‘ba'hutes, Sect:.on hB..BO,) - T e

h, Withdraual of Certifn.cetions

In event appointment is no*h 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 eertification

on the next requisitien received for the appropriate class oi‘ anploy-—
ment, -

i, Certification of Married Couples =

Upon the written request of an appointing authority the director
may certify only the nmmes of married couples from the eligible lists
. for the classes of the positions to be filled, If the director
approves 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 combined scores,

Temporary Appointment

‘I‘empora,ry appoin’anen’cs shall when practicable be made from eligible
lists. If after the director has made a reasonable effort to certify
eligibles for temporary appointment frem an existing eligible list, he
has found it impracticable to make such certificati on because of non-
availabﬂi'by of eligibles, he may authorize the temporary appointment of
an individual designated by the appointing authority. {Femperesy-sppeins-
nien%e—ehal&-ae%—exeeeé—%hyee-ﬁenﬂehe?}—ém@es-&ve—%empe?ery-eppeén#aen%e
%&W%eha&é—m%—bem-my—@aél-my-pmen-me&wm
then-ene-temposery-appeintment—sdihin-sas-yeary No person shall receive
more than one temporary appointment within one year. No temporary appoint-
ment shall. exceed six months except to fill a vacancy created by an approved
leave of absence not to exceed one year or where the civil service board
grants an extension of temporary minhnent to the maximum of one year in
the begt interests of the state., ' The acceptance or refusal by an eligible

- 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 case of subsequent appointment to a pemanent posi-
t:.on. '



B.7

8.9

10.3

Proﬁ.sional Appoi.ntnent

When’ anthorized by the d:.rector in the absence of an approPria'be elig«-

ible list, a prcvis:.onal appointment of a qualified person may be made to

fi1l a vacant position. Exeep%—én—%he-eeee-ef--appemmenteqnede-\méer—the
previsiens-ef-Ninnesoba-Statutesy-Seetion-k3vily-retabing-so-tho-poriod-of
inebellation-ef-the-eivii-servige-exemining-progreny Such an appointment
shall be terminated upon expiration of shwee six months or upon certifica—
tion and appointment from an eligible list, whichever occurs first.- -Sae-
eeseéve—ppevisieael-appeia%men%a-te-%he-eme-peei%&en-ehell-net-be-ellewed
for-pa-bobal-peried-of-mere-than-three-weniths-and-no-person-shell-serve-mere
than-throe-montha-er-a-previsional-appointmont-in-eny-eoatender-yoary-exeeps
ae-e%herwise-prev&deé—by—ﬁimeseta—S‘ée%wbeay-See%.&en-k}ul}-; No person shall
receive more than one provisional appointment nor serve more than -six months
in any lZ2-month period as a provisional appointee, except, where 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-time basis, the length of the appointment.shall be
limited to the mmber of hours which is equivalent to a $hwee six months'
appointment on the basis of the work schedule for the organizatlon unit and
the type of employmen'b concerned,

The appointing authority, in nominating a person for provisional appoint-'
ment, shall transmit to the director a statement of qualifications of the
nominee, in such form as the director shall prescribe.

No seniority shall be gained as a result of- .a provisional appointment ex-
cept for the contimuance of seniority in a lower class upon provisional pro-
motion to a higher olass pend:mg certification and appoin'unent from a pro-
motional list. . v ) .

g
Trainee Appou_n‘lznents

Appo:.nhnent of s‘budents or other sui'bable persons to serve as :Lnternes
or apprentices shall be subject to approval by the director. Such appoint-
ment may be non-competitive and shall not exceed ene-yee® 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 acquire no. civil service status by virtue
of such appointment. Each appointment under this provision of the rules
shall be reported to the board. (Refer to Mimesota Statutes, Section 43.32,)

Suspension - e - T e - / -

An appoi.nting authon‘by may suspend an employee withou'b pay for diaci-
pl:mary Teasons or: other cause . ~

If 'bhe suspension is for a per:.od or periods exceeding 30 calendar da.ye
in any 12 month period $the-wveesene-therefere-shaii-be-furniashed-the-empieyoee
end-the-direeton-in-writing-prior-to-tho-effoetive-date-of-the-suspensien a
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permanent employee shall, before the action is taken, be furnished with a
statement in writing, setting forth the reasons for the suspension, He shall
be permitted five days time to reply thereto, in writing, or upon request,
to_appear personally and reply to the head of the department. A copy af the
statement and the employee's reply, if any, shall be filed with the director
prior to the effective date of the suspension, and the permanent employee
concerned may demand a hearing,.

If the period or periods off suspension in any 12 month period do not ex-
ceed a total of 30 calendar days, prompt notice of the suspension shall be.
given in writing to_the director and the employee, but in such case the em-
ployee shall not be eligible %o for a hearing. Upen the employee's written
request, within 30 days after being notified of such disciplinary action, he
shall be furnished with a statement in writing specifically setting forth
the reasons for the disciplinary action, and a copy of such statement shall
be filed with the D:Lrector of Civil Service.

No seniority shall be acquired during the period of suspensibn'.

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 prov:Lded in rule 13.7.

Demotion

An appointing aﬁthori‘by may demote an employee for inefficient ‘peri‘or-’
mance .of his duties, for disciplinary reasons, or for other just causes.

?he-appe&n%mg-au%heré%y-ehal&-famteh-e—pemenea%—emgleyee—ﬁ&-a _
wribtbeon-ssetoment-ef-tho-reasons-£for-demetion-end-shati-£fite-a-copy-of-the

e%e%eaen%-ﬁ#h—%he-éiree%e-r—es-eévi}—eewéee-preea-te—the-eﬁee%&ve—éa%e-eé‘
“*&Gm 18 ¢ .

A pemanen‘b anpioyee shall, before the action is taken, be furnished
with a statement in writing, setting forth the reasons for the demotion. - .
He shall be permmitted five days time to reply thereto, in writing, or upon
request, t0 appear personally and reply to the head of the department. 4 -
copy of the statement arnd the employee's reply, if any, shall be filed with
the director prior to the effective dabe of the demotion, The permanent .
employee upon written request may demand a hearing before the board in ac-
cordance with the provis:.ons of rule 12.1 (c) (Rei‘er to anesota Statutes,
Section L43.24.) _ e , ,

At any time during the probationary period_ that an appointing authori'by
determines that the employee'!s performance does not meet work standards he.
may demote the employee, except that no employee serving a probationary
period following his transfer or promotion shall be demoted except for Just
ceuse or with his consent during the first thirty calendar days of the pro-
bationary period. (Refer to Minnesota Statutes, Section 43.21.)
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An appointing authority, with the consent of the affected employee, may
demote a permanent or probationary employee in lieu of layoff., Such action
shall not entitle the empleyee 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 list for the class from which he was demoted, No em-
ployee so demoted shall displace a permanent or probationary employee except
in order of seniority as determined under rule 10.4 (e).

Seniority of an employee in the class to which he is demoted shall be
limited to seérvice in the sgency and shall consist of the combined total of
his prior seniority in the class to which demobion occurs, in all higher = .
classes, and in all other classes which the director determines to be suffie
ciently similar to the class to which demotion cccurs.

Any permanent or probationary employee about to be laid off because of

. reinstatement of an employee from military leave or appointment under rule

6.13, shall be demoted to displace any employee with less seniority in any
lower olass in which he previocusly served unless he elects to be laid off,
In either event the name of such employee shall be placed on an appropriate
layoff list and upon his written application may be placed on an appropriate
reemployment list.

Dismimsal

Employees who do not have permanent status may be dismissed at any time
at the discretion of the appointing authority except those serving the first
30 calendar days of a probationary period following a transfer as provided
in rale 8,10 (d). v

No- employee who has pemanent civil service status shall be dismissed
from his position except for Just cause. ZFhe-empieyee-end-the-diveebor-be-
foro-gmah-aodion-ig-tekon-ghati-bo-furnigked-with-a-sbatemenb~in-wribing
pesbing~£forih-theo-reasons-for-the-disminnsety A permanent employee shall,
before the action is taken, be furnished with a statement in writing, setiing
forth the reasons for the dismissal, He shall be permitted five days bime
to ly thereto, in writing, or upon request, to appear personally and reply
to Ee %eaa' of the department, A copy of the statement and the employee's
reply, if any, shall be filed with the director prior L0 the effective date

of the dismissal., Any such employee who 1s dismissed may demand & nearing
before the civil service board in the mammer prescribed by rule 12.1 and
rule 12.2. (Refer to Minnesota Statutes, Section 43.2l.)

tiny employee who wilfully practices, or attempted to practice, any de-
ception or fraud in his application, in his certificate, in his examination,
or in securing his eligibility or appointment, shall, upon discovery and proof
thereof, be removed and discharged. Charges alleging such deception or fraud
may 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
provigions of this section relating to notice of discharge and hearing before
the civil service board.t—Mimmeseba-Stetubesy-Seesien-3valiv



