
PLEASE P O S T 

TO DEPAR'lMENT HEADS AND EMPIDYEESt 

The attached proposals to revise State Civil Serv'loe Rules l3ol, 
13.6, 13.7 and 13.8 will be considered by the Civil Service Board 
at a public hearing at 11:00 a.m., Wednesday, November 8, 1961, 
in the offices of the Civil Service Depar'llnent, 122 State Office 
Building, Sto Paul l, 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 connec­
tion with them that they may wish the Board to consider. 

In presenting these proposals, the r~le or part of a rule for which 
revision is proposed has been copied fr~~ the present r~les. The 
parts to be deleted are shown by_ striking the present wording o Pro­
posed new material ·1s underlined. 

CIVIL SERVICE BOARD 

By 

DATE: October 5, 1961 
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PROPOSED REvISIONS TO CIVIL SERVICE RULES 13012 13062 13o7 and 13.8 

13.1 Hours of Work 

Eight hours of work shall constitute a normal work day and forty hours a ~ 
normal work week. Whenever necessary, informational and other essential serv- ) 
ices shall be rendered on Saturday morning and overt'ime so worked shall be 
compensated for by time off or cash payment. When an appointing authority 
determines that operating conditions make overt:iio.e work necessary, he shs.l.l 
establish an overtime plan in accordance with rule l3o2• No state department 
shall operate on less than a forty hour work week except under provisions cf 
rule 13.3 which allows for specific holidays· ~~-~~f)<=-F@@~e&tie~-a0~i•~ 
within the ~"'Ork week. 

The director and the connnissioner of administration shall prescribe by 
joint regulation the actual hours of employment for any or all employees in 
tbe state service· 'Whenever such action in their opinion is in the best inter­
ests of the state service. Appeal from such action may be made in writing to 
the civil service board and the action of the board thereon shall oe final. 

13 .6 General Regulations Governing Leaves of Absence With Pay 

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

Deductions from leave accumulations for an employee on leave with pay shall 
be made on a working-day basis and no charge sh.all be made from leave accumula­
tions for holidays, non-wrk days or non-work part days occurring at the begin­
ning or du.ring a period of leave with pay. No charge will be made for holidays 
or non-work days occurring at the end of· a period of leave with pay if the em­
ployee -r~turns to worl<: on the first day thereafter or is granted additional leave 
without payo If the employee is granted additional leave without pay2 he will 
not be credited for a holiday occurring at the end· of the period of leave with 
pay unless and until he returns to work at the expiration of the leave without 
~ 

Accrual of vacation leave and sick leave du...-ing the period of leave of ab­
sence with pay shall occur only if the employee returns to his employment on 
the first working day following the expiration of such leav·e with pay or is 
granted additional leave without p&y. If the employee is granted additional . 
leave without a he will not be credited with vacation or sick leave accruals 
forte eriod cf leave with a unless and until he returns to work at the ex­
piration of the leave wi out pay o 

.Ap~~M:ng-ffll~&~k-~ Departments or agencies shall maintain records of 
vacation and sick leave and overt:ime accrued and used by each of their employees. 
Such records shall be maintained in the form and manner prescribed by the direc­
tor and shall be subject to audit by the civil service department. In aase of 
dispute of the accuracy of the records ·the decision of the director shall be 
final. 



13o7 Vacation Leave 

Each person employed on a me~y regular full t;.me basis in a continuing 
position in the classified service shall earn vacation with pay at the rate of 
four working hours for each full payroll period during the first 130 payroll 
periods of continuous employment by the-. state and a.t the rate of five hours for 
each full payroll period thereafter o Service shall begin on the date of state 
employment and time on layoff, sugpension or leave without pay, except as other­
wise provided by law ~r these rtles~ shall not be counted in determining the· 
date of completion of a full payroll period or 130 payroll periods of contin­
uous serviceo If an em lo ee is be aid for less than the full ~n~~~n er­
iod of 80 hours, is vacation accruals wil be prorated for that periodo Th.is 
proration will be in accordance with a schedule established by each a en as 
approved by the Direotoro Vacation eave shall not be granted or accrued be­
fore satisfacto com letion of six months of contini:.ou.s sertice. · U on satis­
factor7 completion of such period:> vacation leave s.i.11al accrue to ·t..½.e employee • 
fr~ the beginning of the per'lod of contmuous serviceo Vacation leave shall 
not be earned by employees on temporary or emergency appointments. Ap,€r.i:D~g 
lm.~~~e Departments or·agencies may determine the time and establish sched­
ules govern:ing the use of vacation leave. N&~aeat~~~~h~~caOO~aRteEi 
-~~-~~-e~mM't~e➔~--eeff~-y-D~~oo~:ie&e~coo0em-~l0-M:0~-e&ca 
ea.eh-~e-a.,.-va~~0~ve-ooa's:~ooei-a.e-t.~~~:a;h0-.\;~e~0weaT 

Unused vacation leave may be accumulated w a total of 192 working hours 
provided, however, -that an employee who is about to lose four hours of vaca­
tion leave beoause of the l:hnitation of' accrual imposed by this rule!, upon 
advance notice to t.,,~e appoint:in.g authority, may within ·the payroll period fol ... 
lowing absent himself with Ol" without t.l-).e consent. of his appointing authority 
to prevent the loss of such hours, and action so taken by the anployee s..liall 
not constitute a basis for disciplina-7 action or loss of p.3,y c • • 

An employee on military leave as provided in r-£!.e l.3 oll shall not be 
l:imited_ to 192 hours accrual of vacation leave. He may immediately upon his 
reinstatement from milita..-y- leave take all vacation leave in excess of 192 
hours -with or without the eonaent of his appointing author!tye In the alter­
native, he may elect to be credited with the va~ation leave ill excess of 192 
ho-urs, but such leave shall be taken at a time determined by the appomting 
a'.'J'..thori ty with in tw years of the date cf reinst,a.tement o 

Any employee 'Who is separated from the state ss1Yice by la.yof'.f, resigna­
tion, death or otherwise and any snployee who is transferred or who accepts 
employment under the jurisdiction of a new appointing authority or in the un-_ 
classified service of the state • shall be pa.id for the number of working hours 
of umised vacation leave aoeum.ulated to his credito 

In the event it is proved to the appointing authority's satisfaction that 
an employee was unjustifiably suspended and t.he employee ·has lost pay as a re­
sult of such suspension, the appointing authority shall., vlthout regard to the 
192 hour limitation mentioned above, add to the emp1oyee1 s vacation accumula­
tion a nmnber of vacation hours equal to the number. of -working hours los~. 

13.8 Sick Leave 

Sick leave shUl be earned by each person employed on a !ite>n~y regular 
:ful.l time basis in a continuing position in the classified service at the rate 
of four working bou....-s for each full payroll period. Siok leave shall not be 
earned by anployees on tanpora.ry or. energenoy appoin:tments. Ser.rice sha:Ll 
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begin on the date of state employment and time on layoff, suspension or leave 
with out pay, except as otherwise provided by law or these rules, shall not be 
counted in det.ermin.ing the date of ccxn.pletion of a full payroll period of ser­
vice. If a.."1 employee is being paid for less than the full payroll period of 
80 hours, his sick leave accruals will be prorated for that period.. Th.is pro­
ration w'il.l be in accordance wit..'rt a schedule established each de ent or 
agency:. Unused sick leave may be accumulated to a tct· of . eight hundred work­
ing hours e When the ma.x:imum li."Tlitation has been accumulated:, employees may use 
two hour$ a payroll period of sick leave that would have been- earned as addi.,. 
tional vacation. '!he other two hours 

I 

shall lapse, but shall be recorded by the 
appointing authorityo Any employee who has such 1apsed sick leave recorded to 
his credit may apply to 'a committee can.posed of the goYern.or, t.he commissioner 
of administration, and the director to have the lapsed sick leave restored in 
the event of an extended illnesso The cormn.ittee in its discretion may authorize 
use of all.or any pa..~ of the lapsed sick lea~e after thorough imrestigation 
includir...g can.plate medical. reports of the illness requiring the continued absence 
of the employee. 

An employee may utilize his allowance of sick les:ve on the basis of appli­
cation therefor approved by his appointing authority and re-ported to the director, 
for absences necessitated by inability to perform the duties of his position by 
reason of illness or injury., by necessity for 00llt0 medical. or dental care, by 
exposure to contagious disease under the circamstances in which the heal.th of 
employees with whom he is associated 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 necessa.ryo ·Tb.e tenn "immediate 
familytt shall be limited to the spouse, minor children., or parent 'Where the par­
ent has no other person to provide t..he necessary nursing care, living in the 
household of the employee. Either the appointing authority or the director may 
require a medical exainination or medical certificate as he deans necessary before 
approving the· utilization of sick leaveo Within t..11.e 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 sha11 expire on the date of separation from the state service 
and no employee shall be reimbursed for sick leave outstanding at the t:ime of 
tennina tion o.f his state employment. 

A former state employee who is reappointed rlthin three years of his sepa=­
ration from the state service under the provisions_ of the act and these rules 
except as a ·provisional., tempora.."7 or emergency appointee, may have his previously 
accumulated and 1lllllS8d balance of sick lea;ve revived a..~d placed to his credit 
upon approval of the new appointing a~thority. 

An employee 'Who is transferred to the jurisdiction of another appointing 
authority or 'Who accepts employment under the jurisdiction of a new c1ppointing 
authority without interruption of his services to the state shall be ent

1
itled to 

credit in his new employment for the accumulated unused sick leave earned in his 
form.er employmento Accumulated sick leave unused at the time of grant of leave 
of absence to an employee to accept employment in the unclassified service sha.l.l 
be restored at the time of reinstatement of the emP.lQYee toMhis classified serv-
ice position APPROVED AS TO FOR , 
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