










































































































































































































STATE OF lv.UNNESOTA 

CLASS SPECIFICATION 

SUPPORTED E:rviPLOYMENT WORKER 

KIND OF WORK 

Supported employment clerical and service work. 

NATURE AND PURPOSE 

Class Code: 2963 

Barg. Unit(s): 203 

Under immediate supervision, employees in this class perform routine and/or repetitive 
clerical, custodial, food service and manual labor tasks as part of the Supported Work 
Program for persons with severe physical, mental health and/or developmental disabilities; 
perform other work as required. 

This class differs from Service Worker because the employees must qualify and maintain 
eligibility for the Supported Employment Program established in 1987 M.S. 43A.421. 

A Service Worker does not require the continued support of a job coach, whereas, the 
Supported Employment Worker will require such assistance. The job coach is employed and 
paid by a rehabilitation organization (vendor) that serves people with physical, mental 
and/or developmental disabilities. The job coach trains the employee and remains at the 
worksite until the employee is able to complete the tasks of the position. Thereafter, the job 
coach will monitor the employee's work performance to ensure that all tasks are 
satisfactorily completed. 

EXAMPLES OF WORK (A position may not include all the work examples given, nor does the list 
include all that may be assigned.) 

Photocopies documents (forms, letters, pages from manuals, bulletins, etc.) so that the 
duplication requests from the office staff are completed by operating a photocopy machine 
to select the number of copies, paper size, copy quality; by adding paper and toner as 
needed; and by clearing simple machine malfunctions such as paper jams, misfeeds, etc. 

Files items (forms, cards, letters, etc.) in folders and file drawers so that they will be 
retained for further use by sorting these items according to the job .coach-selected method 
such as numerical, alphabetical or color code sequence; by locating the appropriate folder 
and file drawer and placing items in them. 

Receives, distributes and forwards correspondence and packages so that they will be 
received by the proper office and individual by opening and sorting incoming interoffice 
and U.S. Mail according to office, individual or other methods designed by the job coach; 
by collating, stapling, folding and placing outgoing correspondence, forms and publications 
in envelopes and boxes. 



Cleans the floors, furnishings, walls and windows of state buildings to maintain their 
physical c:ondition and ~~~by sweeping and mop~ing floors and vacuuming carpets; 
by emptying and replacmg liners m wastebaskets; by dusting and washing windows ledges 
and walls. · ' 

Rihses and washes dishes and kitchen utensils so that they are clean and sanitized by 
operating a dishwasher, following instructions designed by the job coach; by removing 
dishes and utensils from the dishwashing machine and storing them in the proper location· 
by cleaning the dishwashing machine at the end of each meal. ' 

KNOWLEDGES, SKILLS AND ABILITIES REQUIRED 

Ability to: 

Understand and follow simple written and/or oral instru~ons provided by the job coach 
sufficient to complete a pre-determined sequence of clerical or service work tasks. 

Operate equipment, as trained by the job coach, such as dishwashers and photocopiers 
sufficient to prepare, load, activate and clean them. 

LEGAL OR LICENSURE REQUIREMENTS (These must be met by all employees in the class.~ 

An employee in this class must qualify and remain eligible for $e Supported Employment 
Program established· in 1987, M.S. 43A.421. . .. 

SPECIAL WORK CONDITIONS 

Positions in this class may require the employee to lift and handle light to medium weight 
materials such as boxes of paper, water pails and stacks of dishes. The work environment 
may include occasional exposure to dust, steam and noise. 

Est.: 6/89 . 

Rev.: 11/92 

T.C.: 
Former Title( s ): 

Supported Worker Positions: 

The Department of Economic Security usually has between two and six positions or functions 
that fall under the definition of "supported worker" positions at any time. The positions are 
primarily clerical in nature. Examples of work include; sorting and distributing mail; data entry; 
filing and retrieving documents from manual and automated filing systems; and photocopying. 
The majority of the Department's supported employment workers are referred by their 
Vocational Rehabilitation Counselors. 



INTERNSHIPS 



Internship Program 

Objectives 

To provide paraprofessional work opportunities and practical learning experiences for selected 
students to enhance their academic preparation and expose them to state government 
employment. Internship positions can provide an excellent means for initiating and 
implementing Department of Economic Security Affirmative Action efforts. 

Policy 

An internship is a paraprofessional work experience (paid or unpaid) that is directly related to a 
specific academic program; only students who are currently pursuing a degree directly related to 
the internship duties may be selected. To qualify as an internship, the work experience must 
result in academic credit or fulfill an academic requirement of an accredited educational 
institution. Normally an internship lasts one quarter or semester; occasionally, however, there 
are special circumstances in which an internship would be less than or greater than one quarter 
semester. Appointments may be part time or full time as appropriate to meet the academic 
requirements of the internship, with the supervisor responsible for any intern evaluation 
requirements. Internship positions are not intended to replace or be considered equivalent to the 
full scope of a permanent state position. Completion of an internship with the Department of 
Economic Security does not imply any future employment commitment. 

Compensation and Benefits 

Internships may be paid or unpaid. When payment is involved the rate of pay shall be within 
minimum wage and MAPE Salary Range 1, step 1. The supervisor determines the salary within 
this range. 

An intern is not a state employee and, therefore, is not eligible for state benefits (i.e. insurance, 
annual leave, sick leave, or holiday pay). 

Recruitment and Selection 

The recruitment and selection of interns is the responsibility of the supervisor. Supervisors are 
reminded to recruit and place protected class students in their internship positions. 

The Department of Economic Security Internship Program Coordinator, Becky French, can assist 
the supervisor in the recruitment of interns in the following ways. 

• By identifying contact individuals at educational institutions with formal internship 
programs. 

By making available to the supervisor internship applieations that are kept on file. 

----------------------------........... 1 
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INTRODUCTION 

Discrimination because of, based on, or directed at an individual's protected class 
characteristic is a violation of Title VII of the Civil Rights Act of 1964, as 
amended; Chapter 363 of the Minnesota Human Rights Act; the American with 
Disabilities Act (ADA); and the Age Discrimination in Employment Act (ADEA). 

This chapter provides guidelines for dealing with discrimination in Minnesota 
Department of Economic Security (MDES) facilities. Employees may request more 
information and assistance from the MDES Office of Diversity and Equal Opportu­
nity (ODEO). Also, the MDES Training and Learning Resources Office offers 
sexual harassment training; employees must attend this training at least once 
every five years. 

DEFINITIONS 

Discrimination: To segregate, treat differently, or make an employment decision 
on the basis of an individual's protected ~lass characteristic, i.e., race, 
color, creed, religion, national origin, sex· (including sexual harassment}, 
marital status, public assistance status, disability, sexual orientation, age, 
or membership in a Human Rights Commission. 

Discriminatory Harassment: Verbal or physical conduct/commu·nication of a 
discriminatory nature. It is when: - ;: ~ 

1) Submission to that conduct/communication is made either explicitly or 
implicitly a term or condition of obtaining employment, public accom­
modations, or public services; or 

2) Submission to, or rejection of, that conduct/communication is used as 
a factor in decisions affecting the obtaining of employment, public 
accommodations, or public services; or 

3) That conduct/communication has the purpose or effect of substan­
tially interfering with the obtaining of employment, public accommo­
dations, or public services; or creating an intir;nidating, hostile, or 
offensive environment when obtaining empLoyment, public .a.ccommo­
dations, or public services; and· in the case of employment, the 

417 
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-
employer knows or should know of the existence of the discrimina-
tory harassment and fails to take timely and appropriate action. 

Discriminatory harassment may take these forms: repeated disparaging, 
belittling, demeaning, or insulting remarks; repeated jokes about an 
employee or a characteristic unique to the employee; or sabotage of an 
employee's character, reputation, work efforts, or property. It may be 
further defined by: 

a) Sexual 

- Any of the above behavior that is of a sexual nature that the 
recipient or bystander finds unwelcome. · · 

- Unwanted sexual comments, looks, innuendoes, or suggestions 
about one's body or sexual activity. 

- Unwanted, unnecessary touching, brushing against one's body, 
patting, or pinching. 

- Demanding sexual favors accompanied by implied or overt threats 
concerning conditions of employment. 

- Displaying pictures or objects depicting nude or scantily clad 
women or men in work areas. 

- Use of language implying inferiority based on sex. 
- The deliberate or careless reaction of an atmosphere of ~exual 

harassment or intimidation. .:: ,-

NOTE: The Minnesota Human Rights Act defines sexual harassment 
as: uBehavior that includes unwelcome sexual advances, requests for 
sexual favors, sexually motivated physical contact, or other verbal or 
physical conduct or communication of a sexual nature when: 1) 
submission to that conduct or communication is made either explicitly 
or implicitly a term or condition of obtaining employment, public 
accommodations, or public services; or 2) submission to or rejection 
of that conduct or communication by an individual is used as a factor 
in decisions affecting that individual's employment, public accommo­
dations, or public services; or 3) that conduct or communication has 
the purpose or effect of substantially interfering with an individual's 
employment, public accommodations, or pu~blic services; or. creating 

:: , . 
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-
an intimidating, hostile, or offensive employment, public accommoda-
tions, or public services; and in the case of employment, the employer 
knows or should know of the existence of the harassment and fails to 
take timely and appropriate action. n 

b) Race, Color, Sex, or National Origin 

Any behavior previously listed that is applied to one's race, color, 
sex, or national origin. 

- Telling jokes or making derogatory remarks about one's race, 
color, sex, or national origin. 

- Use of language implyi~g inferiority of a race,. s.ex, or national 
origin. 

c) Religion, Disability, Age, or Sexual Orientation 

- Any behavior previously listed that is directed at an individual's 
religion, disability, age, or sexual orientation. 
Use of demeaning, derogatory remarks in reference to an em­
ployee's religion, disability, age, or sexual orientation. 

Local Human Rights Commission: An agency of a city, county, or group of 
counties created pursuant to law or a resolution of a co.unty bo~rd, city 
charter, or municipal ordinance for the purpose of dealing with 1:Hscrimi­
nation on the basis of race, color, creed, religion, national origin, sex, 
age, disability, marital status, status with regard to public assistance, 
sexual orientation, or familial status. 

Marital Status: Whether a person is single, married, remarried, divorced, sepa­
rated, or a surviving spouse; and, in employment cases, includes protec­
tion against discrimination on the basis of the identity, situation, actions, 
or beliefs of a spouse or former spouse. 

National Origin: The place of birth of an individual or any of the individual's lineal 
ancestors. 
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Person with a Disability: A person who 1) has a physical, sensory, or mental 
impairment which materially limits one or more major life activities; 2) 
has a record of such an impairment; or 3) is regarded as having such an 
impairment. 

NOTE: A uqualified person with a disability" is: 1) with respect to 
employment, a person with a disability who, with reasonable accommo­
dation, can perform the essential functions required of all applicants for 
the job in question; and 2) with respect to public services, a person with 
a disability who, with or without reasonable modifications to rules, 
policies, or practices; removal of architectural, communications, or 
transportation barriers; or the provision of auxiliary aids and services, . . . . 
meets the essential eligibility requirements for receipt of services and for 
participation in programs and activities provided by the public service. 
For this purpose, 81disability" excludes any condition resulting from 
alcohol or drug abuse which prevents a person from performing the 
essential functions of the job in question or constitutes a direct threat to 
property or the safety of others. 

If a respondent contends that the person isn't a qualified person with a 
disability, the burden is on the respondent to prove that it was reason­
able to conclude the person with the disability, with reasonable accom­
modation, couldn't have met the requirements of the Job or th?! the 
selected person was demonstrably better able to perform the jol:f. 

Religion: A commitment or devotion to a religious faith or observance. 

Sex: Includes, but is not limited to, pregnancy, childbirth, and disabilities related 
to pregnancy or childbirth. 

Sexual Harassment: See uDiscriminatory Harassment." 

Sexual Orientation: Having or being perceived as having an emotional, physical, or. 
sexual attachment to another person without regard to the sex of that 
person; or having or being perceived as having an orientation for such 
attachment; or having or being perceived as having a self-image or 
identity not traditionally associated with one's. biological maleness or 
femaleness. usexual orientation" doesn't include a physical or sexual 
attachment to children by an adult. 

'\ 
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-
Status with Regard to Public Assistance: The condition of being a recipient of 

POLICY 

federal, state, or local assistance--including medical assistance--or of 
being a tenant receiving federal, state, or local subsidies, including rental 
assistance. or rent supplements. 

MDES will ensure and maintain an environment that is free of discrimination and 
discriminatory harassment at all MDES sites and facilities. 

COMPLAINTS 

GENERAL PROVISIONS 

- In the course of a complaint, all documentation associated with the complaint 
will be considered confidential; the status of the complaint, however, is public. 

- Coercion, reprisal, or intimidation against those filing a complaint (the _~~com-
plainant") or serving as a witness is prohibited. - ~-

- ODEO has the discretion to accept a complaint after termination of employ­
ment. Complaints usually won't be investigated while the matter is being 
simultaneously pursued through other internal· grievance and/or appeal pro­
cesses. 

- The complainant, through the equal opportunity officer or the commissioner, 
will be advised of his/her right to file a charge of discrimination--within 365 
days after the occurrence--with the Minnesota Department of Human Rights or 
within 300 days with the Equal Employment Opportunity Commission; or to file · 
with an attorney in private practice. 

- Regardless of the outcome of an investigation, MD~ .. s.. will take no adyerse or 
retaliatory action against a complainant who reports conduct s/he considers to 
be a violation of MDES' policy against discrimination. 

.030 

.040 

.041 



MDES DISCRIMINATION 
July 1999 

COMPLAINT PROCESS 

Before filing complaints with ODEO, employees may bring discrimination concerns 
to their supervisors to try to reach a satisfactory resolution; supervisors must give 
the complainants an oral or written answer within a timely manner. Or, complain­
ants (including employees, clients, applicants, and eligibles) may formally present 
complaints to the equal opportunity officer-or directly to the commissioner. This 
is the complaint process: 

Who Step 

Complainant 1 

Equal Opportunity 2 
Officer 

What 

At the time of filing, complete an intake 
questionnaire, available from ODEO. Provide all 
support~ng evidence; sign a written charge; and 
submit the materials to the equal opportunity offi­
cer. Complaints should be brought within one 
year after the occurrence. 

Determine, within 30 days of receiving the 
complaint, whether the complaint alleges discrimi­
nation against the ~ndividual" s protected class 
characteristic and if the complaint is timely and 
proper for resolution through this complaint proce~ 
dure. · · 

a) If , 's determined that the complaint is in fact a 
discrimination complaint, continue to Step 3. 

b) If it's determined that the complaint isn't re­
lated to discrimination, refer it to the complain­
ant's supervisor, the Human Resources Office, 
the site manager, or the proper administrative 
agency for investigation. 

NOTE: If the complainant is suffering irreparable 
harm in the absence of immediate action, the 
equal opportunity officer, the Human Resources 
director, or the commissioner may take .whatever 
action is deemed appropriate to remedy the situa­
tion while the complaint is being investigated. 

417 \. 
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Who 

Appropriate 
Management 
Staff 

Step What 

3 Investigate the complaint. This may include inter­
views with, or statements from, all parties 
involved, including the complainant, respondent, 
complainant's supervisor(s), witnesses, and co­
workers; and a review of all pertinent records or 
documents relating to the complaint. 

4 Upon completion of the investigation, prepare a 
written report determining if the complaint was 
sustained. The complaint may .conclude with both 
parties reaching an agreement on their own. The 
claim may also be dismissed as unsubstantiated 
due to a lack of evidence to conclude that discrim­
ination has occurred. 

5 Review the investigation report and, if deemed 
necessary, t~ke proper corrective action up to 
and including discharge when the investigative 
findings give merit to the complai_nt allegations. 

A written explanation of the investigative findings will be provided to the c-om­
plainant and respondent within 60 days after filing the complaint. Management is 
responsible for corrective and disciplinary action, follow-up inquiries, and any 
training that is felt necessary. 

Regardless of the decision, the complainant may file a charge of discrimination 
directly with the Minnesota Department of Human Rights, the Equal Employment 
Opportunity Commission {EEOC), or pursue the grievance through private court 
action. 

The investigative file stays in 9DEO. The file is confidential and kept separate 
from an employee's personnel file; it can only be accessed as permitted by the 
Minnesota Data Practices Act. Disposition of complaints must be filed with the 
Department of Employee Relations' commissioner withjxr .. thirty days of final 
determination. 
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REASONABLE ACCOMMODATION 

Example: a person has a history of cancer. heart disease .. PSY.­
chiatric illness. or other debilitating illness. whose illness is 
either cured. controlled. or in remission 

OR 

3) Is regarded as having such as impairment. 

Example: an individual with a facial scar who. despite having no 
limitations. is perceived and treated as a person with a disabil­
ity. 

Oualjfjed Person with a Disability: A person with a disability who meets the 
necessary prerequisites for the job and who can perform the essen­
tial functions of the job. with or without reasonable accommodation. 

Reasonable Accommodation: Any modification or adjustment to a job. an 
employment practice. or the work environment that makes it possible 
fo~ a qualified individual with a disability to enjoy equal opportu­
njty employment. Examples of accommodations may include: 

a) Job restructuring. such as modifying work hours and/or changing 
job duties while retaining the basic job functions. 

b) Job site modification. such as adjusting equipment height: rear­
ranging furniture and equipment: widening doorways: providing 
parking facilities: and modifying ventilation. heating, cooling, 
and lighting systems. 

c) Additional equipment purchase or modification. such as "talking" 
calculators: one-handed typewriters: adjustable desks and files: 
TTY communication equipment: earphones: and audiovisual aids. 

d) Support services. such as interpreters and readers. 
e) Transfer to a vacant position. 

Reasonable accommodation applies to three aspects of employment: 

1) To assure equal opportunity in the employment process: 
2) To enable a qualified individual with a disability to perform the 

essential functions of a job: and 
3) To enable an employee with a disability to enjoy equal benefits 

216 
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Supervisor 

Supervisor and 
Requestor 

Requestor 

Supervisor and 
Requestor 

Supervisor 

2 

3 

4 

5 

6 

REASONABLE ACCOMMODATION 216 
Page 5 

with the assistance of the ADA coordinatq_r j_f 
the requestor so desires. 

Review with the requestor his/her current. accu­
rate position description. Discuss the purpose 
and essential functions of the particular job 
involved. 

Determine the precise job-related limitation. 

If requested, provide medical documentation of 
the functional limitation(s) to support the 
request: complete a Reasonable Accommodation 
Medical Release form (see sample in 216.062) and 
give it to the supervisor. 

NOTE: Any medical documentation must be col­
lected and maintained on separate forms and in 
separate files. Medical in~~rmation is avail­
able only on a "need to know" basis. 

Identify potential accommodations and assess the 
effectiveness each would have in allowing the 
requestor to perform the essential functions of 
the job. 

Select and implement the accommodation that's 
effective and appropriate for both the requestor 

I 

and the employer. Contact the ADA coordinator 
for technical ·assistance. as needed. 
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ADA Coordinator 
and Requestor 

APPEALING DENIALS 

11 

REASONABLE ACCOMMODATION 

If an accommodation can't overcome the existing 
barriers or if the accommodation would cause an 
undue hardship on the operat.ion of the agency. 
work together to determine whether reassignment 
may be an appropriate accommodation. 

NOTE: MDES will look at transfer opportunities. 
mobility opportunities. appointment 9PPOrtuni­
ties. and noncompetitive and competitive oppor­
tunities (Minn. Stat.§ 43A). 

NOTE: MOES isn't required to create a new job 
or to bump another employee from a job in order 
to provide a reassignment as a reasonable 
accommodation. 

Supervisors who deny a request for reasonable accommodation must: 

a) Complete the .. Supervisor" section of the Request for Reasonable Accom­
modation form: and 

b) Send the form and the other request materials to the ADA coordinator 
and the branch assistant commissioner .. If the assistant commissioner 
disagrees with the supervisor's decision. s/he implements the accommo­
dation and informs the ADA coordinator via the request form. If the 
assistant commissioner agrees with the supervisor's decision. s/he 
sends the request to the ADA coordinator to resolve. if possible. 

Qualified persons with disabilities who are denied reasonable accommodation 
may appeal the decision by filing a written complaint with the MOES ADA 
coordinator. The MDES commissioner will make a final agency decision on all 
complaints not resolved at the office level. Further appeals are processed 
through other governmental agencies such as Human Rights and the Equal 
Employment Opportunity Commission. 

216 
·Page 7 

-.: 

.042 



REASONABLE ACCOMMODATION 

REASONABLE ACCOMMODATION MEDICAL RELEASE 

REASONABLE ACCOMMOQATION MEPlCAL RELEASE 

Minnesota Department of Economic Security 
390 No. Robert St 
St Paul, MN 55101 

I,--------------------' give my permission to my 
medical provider: 

NAME---------------------------------------
ADDRESS _____________________________________ __ 

PHONENUMBER ___________ FAXNUMBER ______ -.... __ _ 

to discuss/disclose medical information about me. to the Minnesota Department of Economic 
Security representative listed below: 

Americans with Disabilities Ad Coordinator ____________ _.· or 

Affirmative Action Officer ____________ _.· or 

My~-----------------------
The purpose of this disClosure is to provide the Minnesota Department of Economic Security with 
suffiCient information to determine the need for a reasonable accommodation. I understand 1hat 
the information disclosed will be used only for this purpose and will be kept confidential. 

The extent or specific nature of the information to be assclosed is: 

This release will expire on or upon receipt by the Minnesota Department of 
Economic Security of my written notice to withdraw my consent 

Signature:-----------------.---- Date:-----

' l 
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MDES Reasonable Accommodation Policy 

It is MDES policy to reasonably accommodate qualified individuals with physical or mental 
disabilities, unless the accommodation would impose an undue hardship, in all terms and 
conditions of employment; including but not limited to application, hiring, training, meetings, 
promotion, discipline, demotion and any benefit of employment i.eo trips, parties etc ... 

Methods and Procedures for Providing Reasonable Accommodation for Job Applicants 
with Disabilities. 

The MDES shall notify all applicants of this accommodation policy using accessible formats. 

When a request for accommodation is received from an applicant, the supervisor/Human 
Resource Office will discuss the needed accommodation and discuss possible alternatives with 
the applicant. 

The supervisor/Human Resource Office will make a decision regarding the request for 
accommodation and, if approved, take the necessary steps to see that the accommodation is 
provided. 

If the supervisor/Human Resources Office is unable to make a definitive decision, for whatever 
reason, about providing the accommodation, the supervisor/Human Resources Officer will 
forward a written request for accommodation, along with his or her recommendations to the 
ADA Coordinator/Designee within three(3) days following the applicant's request. 

If approved, the ADA Coordinator/Designee shall take the necessary steps to see that the 
accommodation is provided. If the accommodation is not approved, the ADA Coordinator 
Designee will inform the applicant the reason for the nonapproval, in writing, within three (3) 
working days of the decision. 

Accommodation for Employees Seeking Promotion 

The supervisor, Human Resource Office, or the hiring authority will make a decision regarding 
the request for accommodation to employees with a disability seeking a promotion and, if 
approved, take the necessary steps to see that the accommodation is provided. 

Provisions for Funding Reasonable Accommodations 

Employees are not responsible for paying reasonable accommodations. Accommodations are 
usually funded by the employees cost center. If the cost center cannot sufficiently fund the 
accommodation, the program budget will usually bear the cost. If the program budget cannot 
adequately fund the accommodation, funding will come from the general administrative budget. 
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Methods of Auditing MDES Hires 

The Minnesota Department of Economic Security (MDES) considers the goals and objectives of 
the Affirmative Action Plan when making hiring decisions. 

Disparate Candidates Pre-Hire Review Process 

When deciding who to hire, the hiring authority considers qualified candidates for a position 
vacancy. When there is a disparity between the goals of the MDES Affirmative Action Plan and 
the MDES workforce, members of protected groups for which the disparity exists, must be given 
consideration for hire. 

Protected group members are racial minorities, females and persons with disabilities. 

When a supervisor does not intend to hire an available qualified protected group member, the 
supervisor must: 

• Contact the MDES Equal Opportunity Officer or the MDES Human Resources unit to 
discuss the potential hire. 

• Submit a written request to the MDES Equal Opportunity Officer that clearly identifies 
the reasons for the potential hire and the qualities the selected person would bring to the 
position that the disparate candidate would not bring. The hiring authority must state all 
the reasons why the disparate candidate was not selected for the position. A direct 
comparison must be made to every disparate candidate who is considered. 

• The hiring authority must provide all documentation gathered during the hiring process. 
This includes, but is not limited to, resumes, applications, performance reviews and the 
position description and notes taken during the interview(s). 

The MDES Equal Opportunity Officer, after gathering all necessary documentation, will confer 
with the MDES Director of Human Resources. The Human Resources Director will decide 
whether to hire the non-disparate candidate. The hiring authority may not extend a job offer to 
any candidate without approval from the Human Resources Director. The Equal Opportunity 
Officer or the Human Resources department will notify all relevant parties of the decision. 

Supervisors who disagree with the decision may meet with the MDES Commissioner, Human 
Resources Director and the Equal Opportunity Officer to discuss the decision. 

Definitions of Terms 

Affirmative Action hire: The hire of a disparate/protected 
group applicant. 

I 

Availability: The percent of protected group members in a given job and geographic area. 



Disparity: When the percent of protected group members expected (availability) is less than the 
percent in the job group (utilization). 

Justified Hire: A non-affirmative action hire that meets one or more of the following criteria: 
1) no disparate persons on the eligible list; 2) disparate persons are not interested in the position; 
and 3) union contract obligations. 

Missed Opportunity Hire: A non-affirmative action hire where a non-disparate applicant is 
selected over a disparate applicant. 

The MDES Office of Diversity and Equal Opportunity monitors all new hires through the State 
of Minnesota" Monitoring the Hiring Process" (Formerly Known as the Protected Group Report 
and the Monitoring Form for Non-List Hires). 

The Monitoring the Hiring Process form is used to monitor the the number of affirmative 
appointments, justified appointments, and missed opportunities. MDES submits quarterly 
reports to the Department of Employee Relations (DOER) indicating its hiring during the 
previous quarter. That data becomes part of the affirmative action audit process, which is 
included as part of the Affirmative Action Biennial Report to the Governor and Legislature. The 
report is utilized to assess the affirmative action progress of the State of Minnesota 
as an employer. 
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INTRODUCTION 

Filling vacant MDES positions can be a very complex process because of the 
conditions and requirements of the labor agreements/compensation plans and the 
various methods for filling vacancies. 

This chapter, which should be read with the agreement/plan covering the 
particular vacancy, explains some of the ways to fill vacant AFSCME, MAPE, and 
MMA positions. Vacancies covered by the Commissioner's Plan and the Manage­
rial Plan are explained in those plans and aren't addressed in this chapter. 
Refer to the appropriate article of these labor agreements for informat.ion on 
filling AFSCME, MAPE, and MMA vacancies: 

AFSCME 
MAPE 
MMA 

Article 12 
Article 16 
Article 15 

Generalists/aides in the Human Resources (HR) Office will provide technical 
assistance. PPM Chapter 409, Probationary Period, and PPM Chapter 411, 
Salaries, should also be· read along with this chapter. 

DEFINITIONS 

Advisory Testing: Testing available to persons in a layoff situation or who 
are candidates for a lateral class transfer or. voluntary demotion. 
The exam, which doesn't have to be open for·general. application, is 
scored on a pass/fail basis only. Arrangements for advisory testing 
are coordinated with-the Department of Employee Relations (DOER) 
through the MDES HR generalists/aides. Names of employees who 
advisory-test in a layoff situation are sent to the supervisor of the 
vacant position along with names of candidates from open competitive 
and statewide promotional eligible lists. 

~.Appointment: The act of filling a vacancy by placement of a person in a civil 
service position through selection from an eligible list or a noncom­
petitive or qualifying process. 

Bid/Interest Bid: A contractual step allowing an incumbent of the same class 
as the vacant position to indicate an interest in transferring before· 
the hiring supervisor considers candidates through other means. 

Eligible Lists: Lists created through an examination ~rocess. The three 
eligible lists are: Agency Promotional, Statewide Competitive Promo­
tional, and Open Competitive. Eligible lists contain the names of 
candidates who have successfully completed the examination process. 
Candidates are ranked on the eligible list according to their score. 

406 
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Exams are announced in the State of Minnesota Career Opportunity 
Bulletins on a biweekly basis or by a flyer to an internal mailing 
list. 

Essential Functions: The fundamental duties of a position. That which others 
in a like position are required to do. A test of whether a function 
is essential would be, if removed, would it fundamentally alter the 
position? Also, does the position exist to perform a particular 
function? 

Interview Report: A report prepared by HR which is sent, along with a copy of 
an eligible list, to the supervisor who has the vacancy. It identi­
fies eligible candidates from the eligible lists to be considered in 
filling a particular vacancy; shows if a disparity exists and identi­
fies persons who are members of that disparate group; and identifies 
current MDES employees. 

Job Posti~g: A contractual agreement to post vacancies and their descriptions 
on employee bulletin boards. Each posting contains the class title, 
reference number, location, last date for which bids will be accept­
ed, emP.loyment conditions, hours of work, description of duties, 
special requirements, and the name of the HR generalist/aide to whom 
the bid must be submitted. 

Structured Interview: · Interview in which all applicants are asked the same 
pt·epared job-related questions in the same manner. The questions 
should be centered around the essential functions ~f the job and the 
necessary skills, knowledge, and ability an applicant will~eed to 
perform those essential functions. 

POLICY 

The Minnesota Department of Economic Security has instituted a modified hiring 
freeze to minimize the potential future need for staff reduction. The 
objective is to ensure that the agency looks internally first when filling a 
vacancy. A hiring supervisor must obtain approval through the branch assis­
tant commissioner to post a vacancy. If the vacancy is not filled by a 
bidder, transfer, or demotion, the supervisor must obtain a second approval to 
look at an eligible list. If the supervisor determines that a candidate from 
outside the agency should be selected, s/he must obtain approval through 
appropriate branch channels, including the commissioner/deputy commjssioner. 

Employees may be given release time to interview for vacancies within this 
agency. 

.030 



!~ 

MDES FILLING VACANT POSITIONS 
September 1996 

WAYS TO FILL A VACANT POSITION 

The hiring process is started by a decision to fill a current vacancy or to 
create a new position. If not previously done, the hiring supervisor must 
review the position description to identify the essential functions. If the 
essential functions have been previously identified, the supervisor should 
determine whether the essential functions are still appropriate. 

The hiring supervisor obtains appropriate branch approval to fill the vacancy 
and then notifies HR. HR posts vacancies and ensures that the appointment 
process meets legal and procedural requirements. 

At the point the hiring supervisor decides to fill a vacancy, HR follows labor 
contracts and bargaining agreements by posting the vacancy. AFSCME vacancies 
are posted for ten calendar days; and MAPE and MMA vacancies must be posted 
for 14 calendar days. All posting periods are exclusive of holidays. Vacancy 
postings include a general description of the duties, the· work area/geographic 
area, shift (if applicable}, normal hours of work, and any other special job 
requirements. 

When the posting period has ended, the hiring supervisor considers candidates 
for the vacancy in this order: 

-
3. Claim by an employee of anuther state agency who is in layoff status and 

has expressed interest in the vacancy. ..Claimers" must be considered 
following the bidding and recall from layoff processes and before other 
candidates. Claimers must qualify through the advisory test process. 

NOTE: When filling AFSCME positions and the vacancy hasn't been filled by one 
lof the three methods listed above, the statewide AFSCME Class Layoff List must 
be used. Supervisors hiring from the Class Layoff List may require the new 
employee to serve a probationary period. Notice of th~ requirement that a 
probation will be required must be in writing and delivered to the employee 
before beginning employment; see PPM Chapter 409. 

4. Workers' Compensation referrals (state employees who are unable to return 
to their former jobs because of a work-related injury and who have quali­
fied to transfer or demote to the class). 

If the vacancy isn't filled by one of the four methods listed above, the 
hiring supervisor may choose to fill the position by other methods, such as 
through eligible lists, transfers, demotions, or reinstatements. 

406 
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BIDS 

Eligible employees may bid or express interest during the posting period. 
Bids and expressions of interest must be in writing, signed, and sent to HR by 
mail, fax, or e-mail (persons sending via fax must ensure that the transmittal 
was actually received; or, if using e-mail, the e-mail user ID will be 
accepted as a signature), but must be received by HR no later than 4:30 p.m. 
of the final day of posting. HR refers names of bidders and interest bidders 
to the hiring supervisor as names are received during the posting period. 

Eligibility to Bid 

* For AFSCME vacancies: 

Permanent classified employees may bid on·vacancies within their same class. 
Bidding is limited to vacancies located in other work areas except that I) 
an employee may bid on a vacancy in the same work area when the vacancy has 
a different employment condition or is assigned to a different work shift; 
and 2) an unlimited part-time employee who isn't eligible for the full 
employer insurance contribution (less than 75%) may bid to an unlimited 
part-time vacancy with full employer contribution (75% or above}, and an 
unlimited part-time employee in less than 50% position may bid on a 50% or 
greater~limited part-time vacancy. 

Unclassif}ed and probationary employees aren't el.igible to bid. An AFSCME 
employee/who fills a position through bidding isn't eligible to bid on 
another vacancy for six months following the date· on which the employee bid. 
However, a permanent non-probationary classified employee who is part-time 
unlimited, part-time seasona1, or full-time seasonal may bid on a~full-time 
unlimited vacancy at any time. 

* For MAPE vacancies: 

Permanent classified employees in the same class may file interest bids. A 
MAPE employee who fills a position through interest bidding isn't eligible 
to bid again for six months from the date the employee reported to the new 
position, except that an employee who has received written notice of 
permanent layoff may bid in less than six months. An eligible interest 
bidder who is away from his/her work location on assignment or approved 
vacation for more than seven calendar days may submit an advance interest 
bid for specific vacancies that may be posted during the employee's absence. 
The advance interest bid must be submitted to HR and it will be valid for 
the period of absence or for four weeks, whichever is less. 

* For MMA vacancies: 

Qualified supervisors in the same class may express interest in a vacancy. 

406 
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Selection from Among Bidders 

From among eligible AFSCME bidders, the hiring supervisor must select in order 
of classification seniority, provided the senior employee's ability and 
capacity to perform the job are relatively equal to that of other bidders. 

From among eligible MAPE bidders, the hiring supervisor must consider, among 
other things, ability to do the job, qualifications, current work load, and 
classification seniority. When there are three or more eligible MAPE bidders 
for a vacancy, selection will be made from among the three most-senior bidders 
without regard to their class seniority. 

Eligible MMA bidders will be considered for a vacancy ·without regard to 
seniority among those expressing interest. 

RECALL FROM SENIORITY UNIT LAYOFF LIST 

If a vacancy isn't filled through bids, the next step is to consider persons 
from the ~eniority Unit Layoff List {AFSCME, MAPE, and MMA}. The list 
contains names of permanent or probationary MDES employees who have been laid 
off, demoted in lieu of layoff, or reallocated to a lower class. 

The hiring supervisor notifies the HR generalist/aide that the vacancy wasn't 
filled by bidding. If a Seniority Unit Layoff List exists, the generalist/ 
aide sends a recall letter to the most-senior employee available from that 
list. The generalist/aide notifies the supervisor of the person's acceptance. 
of recall and the anticipated start date. The supervisor contacts the person 
to confirm the start date and-other details. -

CLAIM BY OTHER STATE AGENCY EMPLOYEES IN LAYOFF STATUS 

Persons in other state agencies who have been given layoff notices may express 
interest in "claiming" an MDES vacancy which hasn't been filled by bidding or 
recall from agency layoff. Qualified "claimers" must be considered for 
vacancies before the other methods explained below. 

After receiving a claim, HR contacts the other state agency to ensure that the· 
person is actually in layoff status. If determined eligible to claim, HR 
arranges for advisory testing with DOER. If the claimant successfully 
completes the examination, HR.helps arrange an interview. A successful 
claimer may be required to serve a probationary period; see PPM Chapter 409. 

406 
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OTHER METHODS 

This section explains methods for filling vacancies which may be considered 
only after a vacancy can't be filled by a bid, recall, or claim. The hiring 
superv,sor may select one of the remaining options (however, when filling 
AFSCME positions, supervisors must use the AFSCME Class Layoff List before 
using any of the other remaining options). 

Eligible Lists 

Eligible lists may exist for a minimum of six months (statewide or open 
competitive) or one year (agency promotional) to a maximum of three years. 
Exam announcements usually indicate the disposition of previous eligible lists 
and anticipated duration of the new list created through the exam. 

Eligible lists may Je automatically.supplemented with other types of candi­
dates: those who have applied for reemployment, transfer, or demotion; and 
those who were advisory-tested due to a layoff situation. Candidates appoint­
ed to a permanent p .. :·sition are removed from eligible lists for that class and 
for a 11 transferab .~ and 1 ower c 1 asses. 

There are three eligible lists (NOTE: temporary or emergency employees whose 
names are on either the Agency Promotional or the Statewide Competitive 
Promotional lists remain on the eligible lists only for the duration of the 
appointment they are serving): 

· Agency Promotional 

- Contains the names of MD~S employees who have passed the promotional exam 
process for the class for which the list is established. Certifications 
from the list include the top ten candidates plus candidates who have the 
same score as the tenth candidate certified. 

· Statewide Competitive Promotional 

- Contains names of persons employed by the state who have successfully 
completed the exam process for the class for which the list is estab­
lished. Certifications from the list include the top twenty candidates 
plus candidates who have the same score as the twentieth candidate 
certified. 

· Open Competitive 

- Contains names of persons who have qualified through the competitive exam 
process which is open to persons both within and outside state service. 
Certifications from the list include the top twenty candidates plus candi­
dates who have the same score as the twentie.h candidate certified. 

406 
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Open competitive and promotional certifications may be expanded when a dis­
parity exists and there aren't at 1 east ·two protected group members on the 
certification. Also, open competitive certifications may be extended to 40 
names when the list has existed for more than 12 months, when more than 200 
people are on the list, or when names on the list have been referred to more 
than ten vacancies. This is the procedure for hiring from eligible lists: 

Who Step What 

Generalist/Aide 1 Request a certification from an eligible list. 
Prepare an Interview Report. Send the certifi­
cation from the eligible list, candidate appli­
cations, and the Instructions for Interview 
Report and Selection Process, ~DES-90180, to the 
hiring supervisor. If a disparity exists, in­
form the supervisor. 

Supervisor 2 

NOTE: Notify supervisor if an eligible list 
doesn't exist. Ask DOER to announce the exam, 
or discuss with the supervisor the optional 
methods available. 

Record on the hiring report ~hether candidates 
are available for the vacancy. Consylt the 

-appropriate labor contract. Contact candidates 
by phone or letter to schedule interviews. 
Conduct interviews (see 406.050}; also see* at 
the end of this procedure. Verify information 
on applications, such as required licenses, 
certificates, etc. For clerk typist/steno posi­
tions, give performance test. 

3 Tentatively select a candidate and inform the 
generalist/aide. If a disparity exists and the 
selected candidate isn't a protected group mem­
ber, follow the procedure in 406.060; no selec- · 
tion may be finalized until after the Affirma­
tive Action (AA) officer announces a decision. 

· For AFSCME vacancies: The AFSCME contract 
requires the selection of an MDES bargaining 
unit employee when ·an eligible list contains 
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Step 

4 

5 

What 

names of both MDES and non-MDES candidates 
who have been determined relatively equal. 

· For MAPE vacancies: The MAPE contract re­
quires the selection of a bargaining unit 
employee when an eligible list contains names 
of both bargaining and non-bargaining unit 
employees who have been determined relatively 
equal. 

· For·MMA vacancies: If a· bargaining unit lay­
off list exists, the hiring supervisor may 
either transfer or promote a current super­
visory bargaining unit employee, or recall a 
qualified supervisor from the bargaining unit 
layoff list (same class or other class}. If 
a bargaining unit layoff list doesn't exist, 
the MMA contract doesn't further restrict the 
hiring supervisor's consideration of eligible 
list candidates. 

Review tentative selection/hiring de~isions for 
--conformance tu MDES legal and contractual obli­

gations, and if acceptable, inform supervisor. 

Call the selected candidate; set a start date. 
Obtain the needed information for the Personal 
Information Sheet, Employment Eligibility Veri­
fication, child support obligation form, W-4 
form, and a direct-deposit form. Confirm the 
appointment by sending a letter to the home 
address of the candidate; and send a copy to the 
generalist/aide. · 

6 I Complete the Interview Report, indicating the 
selection. Send it with the necessary appoint­
ment forms to the generalist/aide (forms need to 
be received by the Wednesday before the end of 
the payroll period to ensure timely processing). 
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Who Step What 

7 Notify all candidates who were interviewed but 
not selected. Telephone notification is suffi­
cient except for candidates who are veterans. 
For a veteran on the list, send a letter stating 
the reasons why another person was selected; 
send a copy to the generalist/aide. 

*There are some special .considera~ions for interviewing from an eligible 
1 i st, as exp 1 a i ned bel ow { throu.gh the· end. o·f 406. 044a) : 

- When the labor contract gives el~vated rights (first ~onsideration) .to 
seniority unit or bargaining unit candidates over non-seniority unit or 
non-bargaining unit candidates, the candidates with elevated rights may be 
interviewed first. 

Under the AFSCME contract, seniority unit employees must be considered in 
seniority order. Under the MAPE contract, bargaining unit employees must 
be selected over relatively equal non-bargaining unit members. The hiring 
supervisor must make a decision whether to accept the seniority unit and 
bargaining unit candidate before considering others on the list. 

When a supervisor chooses not to select a candidate who. has elevated 
rights by virtue of having seniority unit or bargaining unit status, the 
supervisor must determine-,f the justification for doing so is aefendable 
under the applicable labor contract language. Supervisors should consult 
with the labor Relations manager when making this determination. 

If the vacancy isn't filled by a seniority unit or bargaining unit candi­
date, the hiring supervisor may choose from the following options for 
selecting candidates to be interviewed from the eligible list: 

1. Offer interviews to all candidates on the eligible list; or 
2. Select candidates on the eligible list for interviews by pre-selection 

screening. Questionnaires, preliminary-level interviews, or other 
methods to identify candidates with bona fide prerequisite work 
skills, knowledge, and abilities may be used; or 

3. Offer interviews to any number of candidates (minimum of five) in the 
order shown on the eligible list and to other remaining pr.otected 
group candidates on the list for which a di~parity exists. ·Ensure 
that all disparate candidates have· been offered the opportunity to 
interview before making a selection decision. 
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Transfers/Demotions 

· MDES employees: 

Current MDES employees may voluntarily request to class-transfer or demote 
to a vacancy in a class of positions different from their current class. If 
they haven't served in the same classification as the vacancy, they must 
meet certain qualifying criteria, which may include taking an exam. This 
type of transfer or demotion must be approved in advance. 

To qualify for a class transfer, an employee must be working in a class with 
a salary range maximum of not less than two steps from the top of the new 
class. Class transfers must be approved in advance and are subject to 
meeting all qualifying criteria. 

Employees who missed the posting period deadline or who weren't eligible to 
bid on the vacancy may request a transfer to a vacancy .in the same class as 
their current. class. 

· Other state agency employees: 

Employees from other state agencies may request to transfer or demote to 
MDES. If they haven't served in the same classification as the vacancy, 
they must meet certain qualifying criteria, which may include taking an 
exam. Class transfe~s and demotions must be approved in advance. 

· Employees of other Merit/Civil Service System Jurisdictions: 

Persons may be transferred from another state, a governmental unit within 
the state, or from the federal government. Special procedures are- required; 
the generalist/aide should be contacted for instructions. 

In a transfer, the employee receives no salary adjustment. However, transfers 
between bargaining units may result in an increase to place the employee on 
step. Class transfers are initiated by the employee through the supervisor of 
the vacant position and with the concurrence of the employee's current 
supervisor. Employees should contact other offices about transfer possibili­
ties; they may ask the appropriate MDES generalist/aide for assistance. This . 
is the procedure to use for transfers to a different class in MDES: 

Who 

Employee 

Step 

1 

What 

Send a written request for a transfer-to the 
supervisor of the vacant position. 

2 I During the posting period, send a memo to the 

.044b 
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Who 

Supervisor 

Generalist/ 
Aide 

Supervisor 

Step 

3 

4 

5 

What 

generalist/aide stating the unit and position 
control number. NOTE: MAPE employees must 
supply additional qualifying information; refer 
to the MAPE Agreement, Article 16, Sec. 4, 
"Filling of Positions." 

Interview persons who requested the transfer 
(see 406.050 to conduct interviews). Tenta­
tively select a candidate and inform the genera­
list/aide. NOTE: Supervisor's discretion not 
to select a transfer candidate may be restricted 
when transfer is in lieu of layoff. 

Determine if preferred candidate meets 
qualifications. If not, arrange an advisory 
exam. Notify supervisor of results. 

Call the selected candidate; set a start date. 
Send a memo stating the start date to the gener-
alist/aide, who will process ·the appqintment. 

NOTE: Employees who want to transfer from/to another state agency should send 
a written request to the other agency's.HR office. If accepted, the previous 
HR office will send leave balances and accrual rate information to the new 
agency. Unused compensatory time will be cashed-out befqre the transfer 
effective date. These employees are required to serve a probationary period. 

Employees who transfer or demote within MDES to a classification in which they 
have never served may be required to serve a new probationary period; see PPM 
Chapter 409. 

Reinstatement 

Former employees may be reinstated to any class in which they had permanent or 
probationary classified status in the last four years. They may have separat­
ed from the class by demotion, transfer, promotion, resignation, retirement, 
or expiration of layoff recall rights. They may be directly reinstated to any 
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agency or employment condition, not only that in which prevjously employed. 
Supervisors should contact the generalist/aide for information and assistance. 

Reemployment lists 

These lists contain the names of former permanent or probationary employees in 
the classification who have separated from state service within three years in 
good standing and whose written requests for placement on the list have been 
approved by the DOER commissioner. Also included are names of permanent or 
probationary employees laid off in the classification for which the list 
exists, or laid off from another class but who served in the class for which 
the list exists sometime before being laid off. Names are certified on the 
open competitive and statewide promotional lists. in random order. Supervisors 
should contact the generalist/aide for information and assistance. 

AFSCME Class Layoff List 

This list contains names of AFSCME employees who have been laid off, demoted 
in lieu of layoff, or reallocated downward. Employees who weren't able to 
bump, transfer, or demote to previously heid classes in lieu of layoff will 
also be placed on this list for previously held AFSCME classes. Supervisors 
should contact the generalist/aide for information and assistance. 

MAPE or MMA Bargaining Unit Layoff Lists 

The "same class" list contains names of MAPE or MMA employees who have been 
laid off, demoted in lieu of layoff, or reallocated downward. Employees laid 
off or demoted in lieu of layoff may also be placed on the "different class" 
list for previously served transferable or lower classes. Supervisors should 
contact the generalist/aide for information and assistance. 

Cooperative Placement Program 

Cooperative Placement is a program administered jointly by DOER and MDES for 
filling certain state jobs by Job Service referral. 

Beginning-level Clerk Typist 1 and Steno 1 positions may be filled through 
this program; candidates must pass performance typing and/or steno exams and 
sometimes, clerical aptitude ·tests given by Job Ser.yice. Other pos.itions 
typically don't require testing, but rather, ability to follow written and 
oral instructions. However, candidates must pass typing and steno performance 
tests before appointment in any class requiring performance testing. Supervi­
sors should contact the generalist/aide for information and assistance. 
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Provisional Appointment 

Provisional appointments may be approved if there's an urgent need to fill a 
position, and the eligible list is incomplete or no list exists for the class, 
and no appropriate related lists are available. Advance approval for provi­
sional appointments must be received before an appointment may be made. 
Supervisors should contact the generalist/aide for information and assistance. 

A provisional appointment terminates 90 days after an eligible list is 
established for the position, or after six months, whichever comes first. No 
one may hold more than one provisional appointment in any 12-month period. 
Approval must be obtained for the probationary appointment of a provisional 
appointee who has performed satisfactorily for at least 60 days. 

406 
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Workers' Compensation Referral .044i 

A workers' compensation referral is an employee with an active workers' 
compensation claim who is able to return to work, but not to his/her former 
classification, and who qualifies for appointment by transfer or demotion. 
These referrals must be offered the vacancy before an appointment of a non­
state employee from the open competitive list. Supervisors should contact the 
generalist/aide for information and assistance. 

700 Hour On-the-Job Trial Work Experience 

This program is an alternative test procedure for persons with severe disabil~ 
ities whose disability would place them at a competitive disadvant~e in the 
standard examination process ·but who, with or without work site accommoda·­
tions, could be expected ~o perform on the job. Special application proce­
dures are required to qualify for this program. Supervisors should contact 
the generalist/aide for information and assistance. 

Emergency Appointment 

Emergency appointments require the branch assistant commissioner's approval 
unless delegated to a lower level. Emergency appointments may be considered 
under these conditions: 

1) Time doesn't permit appointment through the normal process and it's 
essential that the duties be performed immediately. 

2) It isn't possible to assign duties of a vacant position to a current 
employee or to temporarily assign various port4ons of these duties to 
other employees. 

3} There is a short-term overload of work, and funds are available to pay 
the emergency appointee. 
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Within any 12-month period, a person· may work up to a total_of 45 workdays in 
emergency appointments; the maxi'mum duration is 45 workdays. Emergency 
requests during the period from May 1 through labor Day each year are under 
the jurisdiction of the Governor's Summer Jobs Program. That program provides 
that recruitment of candidates be done through the Job Service offices or 
other processes which will be effective in providing qualified candidates who 
meet income guidelines and in reaching protected group members. 

Who 

Supervisor 

Assistant 
Commissioner 

Generalist/ 
Aide 

Supervisor 

Step 

1 

2 

3 

4 

Temporary Appointment 

What 

Send a request for an emergency appointment, 
justifying the need, through the appropriate 
branch channels to the assi-stant commissioner. 
Include the nature of work so the genera­
list/aide can determine the appropriate class 
and compensation. 

Approve or deny.the request. Return the 
decision to the supervisor, who will send an ap­
proved request to the generalist/aide. 

Check layoff lists. Inform the supervisor of 
authorization to appoint. 

Select a candidate. (NOTE: Supervisors are 
encouraged to consider disparate candidates; 
they may contact the AA officer·for assistance.) 
Send a memo stating the start date to the gener­
alist/aide, who will process the appointment. 

A temporary appointment must not exceed six months for normal circumstances, · 
nor extend beyond one year for A· ~usua 1 circumstances. These appointments are 
appropriate for filling vacancies created by granting leaves of absence for 
six months or less or to carry out projects limited to six months or less. 
They can be made from an open competitive eligible~list regardless Df score. 
The hiring supervisor must first consider persons on layoff and employees 
referred from workers' compensation lists when making temporary appointments. 

.0441 
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Like emergency appointments, temporary appointments made from May 1 through 
Labor Day are governed by the Governor's Summer Jobs Program criteria; see 
406.044k. 

Who 

Supervisor 

Generalist/ 
Aide 

. Supervisor 

Step 

1 

2 

3 

What 

Document the need for a temporary appointment 
and, according to branch discretionary author­
ity, obtain appropriate approvals. If approved, 
send the request to the generalist/aide. 

Check ·layoff lists. Review eligible list or 
refer to Job Service. · 

Select a candidate. HOWEVER: If a disparity 
exists and the selected candidate isn't a pro­
tected group member, follow the procedure in 
406.060. 

4 Send a memo stating the start date to the gener­
alist/aide, who will then process the appoint­
ment. 

-
NOTE: If an extension of the-six-month appointment is needed because of 
unforeseen circumstances, contact the generalist/aide. 

Work Out-of-Class Appointment 

Employees will be appointed when: 1) they have been expressly assigned 
substantially all of the duties allocated to a different class; and 2) that 
position is temporarily unoccupied; and 3) the assignment exceeds ten consecu­
tive workdays. The generalist/aide should be contacted for information. 

Work out-of-class assignments may be approved for up to six months. Upon 
request, they may be extended for an additional six months. 

If an AFSCME work out-of-class assignment is for six or ~ore consecutive 
months, the supervisor must appoint the most-senior-and capable emp~oyee among 
or within classes and among or within work areas. 
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Who 

Supervisor 

Generalist/ 
Aide 

Step 

1 

2 

Student Worker Appointment 

What 

In a memo to the generalist/aide, explain: the 
reason for the assignment; the proposed length 
of time {which can't exceed six months); and the 
name of the employee who will fill the position. 
Refer to PPM Chapter 411. 

Review the request to ensure that it meets the 
work out-of-class criteria of the labor agree­
ment or compensation plan. Complete the·payroll 
transaction document. 

Students may be appointed if they are attending an accredited school. The 
appointment can't exceed one year. The supervisor must certify, in the 
document appointing the student worker, that the student is attending an 
accredited school. Like emergency and temporary appointments, student worker 
appointments made from May 1 through Labor Day are governed by the Governor's 
Summer Jobs Program; see 406.044k. 

Who 

Supervisor 

Generalist/ 
Aide 

Supervisor 

Step 

1 

2 

3 

-what 

Send a memo to the generalist/aide, requesting a 
student worker position. Indicate whether funds 
are available for the position. Attach a posi­
tion description and verification of the student 
worker's enrollment. 

If the definition of a student worker is met, 
complete employee transaction forms with student 
worker documentation for transmittal to DOER. 

For an approved request, send a memo to the 
generalist/aide stating the appointment dates so 
the appointment may be processed. 
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Unclassified Service Appointment 

There are two types of unclassified MDES positions allowed by statute. The 
first type is appointed by the MDES commissioner and reports directly to the 
commissioner. The second type is temporary, created for a short-term project 
with short-term funding, for a maximum of three years, and must be profes­
sional level or above. 

Who 

Supervisor 

Human 
Resources 

Supervisor 

Step 

1 

What 

Develop a position description and organization­
al chart. Provide written justification for the 
position; explain why the position shouldn't be 
in the classified service. Obtain appropriate 
branch approvals. · 

2 · Send the documentation and approvals to HR. 

3 

4 

Assess request for compliance with law and issue 
appropriate determination. 

If request is approved, select from interested 
candidates. HOWEVER: If a disparity exists and 
the selected candidate isn't .a protected group · 
member, follow the procedure in 406.0~0. 

5 Send a memo with the start date to the gener­
alist/aide, who will process the appointment; 
include candidate's (lpplic.ation and/or resume. 

INTERVIEWING/ASSESSING CANDIDATES 

Supervisors should take these steps to prepare for employment interviews: 

1. Analyze the vacant job; and identify essential functions and the knowl­
edge, skills, and abilities needed to perform the job. 

2. Write appropriate interview questions to assess the identified knowledge, 
skills, and abilities. 

3. Ask questions in the same way to all candidates: 
4. Develop a rating guide for evaluating·candidate responses to questions. 
5. Review and evaluate a candidate's application and resume before the 

interview. 

Page 18 
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Questions of ability/disability must be in the context of ability to perform 
the essential functions of the job. The interviewer may provide a list of the 
of the job's essential functions to each candidate and, before completing the 
interview, determine whether a candidate believes that s/he will be able to 
accomplish the functions with or without accommodations. 

The hiring supervisor: 

- May contact the current supervisors of candidates who are state employees 
for information about the candidates' performance records (which may 
include attendance/absenteeism records). CAUTION: The hiring supervisor 
must not ask for, nor the current supervisor volunteer, any information of 
a medical nature about the candidate. 

- May access the MDES HR personnel file specifically for performance 
appraisal records and other non-medical performance records of MDES 
employees. The hiring supervisor may be required to obtain a signed 
release from non-MDES state employees to view their performance records. 

-·should contact the generalist/aide for advice on checking candidates' 
references. 

- Should keep complete notes of employment interview questions and answers 
for one year after the interview. 

MDES employees scheduled for an employment interview for an MDES vacancy 
because of a bid, voluntary transfer, voluntary demotion, or a promotion will 
be ¢1·owed reasonable time without loss of pay (release time). No -hours · 
outside the normal work schedule will be compensated, nor will expenses be 
paid. However, MDES will grant paid release time and pay pre-approved 
expenses for an employment interview for a vacancy in MDES or another state 
agency as a result of a voluntary transfer in lieu of layoff, a demotion in 
lieu of layoff, or a claim in lieu of layoff. 

AFFIRMATIVE ACTION PRE-HIRE REVIEW PROCESS 

Supervisors are encouraged to conside~ all eligible candidates for a vacancy.· 
However, when there, s a disparity bet'r't&en the MDES workforce and MDES' 
Affirmative Action Plan, and a supervisor will be hiring from an eligible 
list, or will be making a temporary or unclassified service appointment, or 
will be converting from a previous emergency hire to a temporary or. unclassi­
fied appointment, members of protected groups for which the disparity exists 
must be considered for hire. When a supervisor doesn't intend to hire a 
qualified protected group member in these circumstances, the supervisor must 
follow the procedure below. 
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Who 

Supervisor 

AA Officer 

Human 
Resources 

AA Officer 

Supervisor 

Step 

1 

2 

3 

4 

5 

What 

After interviewing all candidates and tentative­
ly deciding not to select a qualified protected 
group member for which a disparity exists, call 
or meet with the AA officer; discuss the circum­
stances. Follow-up with a written request to 
deviate from the AA hiring practice and include 
justification; send it to the AA officer. Don't 
offer the position to anyone before the AA offi­
cer announces a final decision. 

Notify HR. Make a recommendation to the 
Workforce Diversity director. 

\ 

Arrange a meeting with the deputy commi s~s\;ner, 
the commissioner, the Workforce Diversity direc­
tor, and the AA officer to discuss the AA offi­
cer's recommendation. The commissioner makes 
the final decision. 

Notify the supervisor and the genera]istjaide of 
-the decision. 

Follow the usual procedure for hiring the ap­
proved candidate. 

NOTE: Supervisors who disagree with the decision may meet with the commis­
sioner, deputy commissioner, Workforce Diversity director, HR director, and 
the AA officer. Contact the AA officer {612/296-1823) to arrange the meeting. 

Supervisors may contact the AA officer for advice or technical assistance at 
any time during the hiring process. The AA officer will provide periodic 
training to supervisors about AA hiring practices. 

FORMS 

Supervisors should contact generalists/aides for forms assistance. 

.070 
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PROCEDURE FOR REVIEW OF LAYOFF DECISIONS 



Pre-Review of Layoff Determinations by Affirmative Action Officer 

1. MDES management will make layoff determinations consistent with applicable 
bargaining unit contract/plan language. 

2. The Human Resources Director and Affirmative Action Officer will review layoff 
determinations prior to implementation to determine the effect on agency affirmative 
action goals and timetables. Any negative impact on the Affirmative Action disparity 
status will be addressed via the pre-employment review process. 

3. Nothing in this process will be considered an obstruction to the layoff and recall language 
in an applicable contract negotiated between the State and employee unions/associations. 
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.INTRODUCTION 

seasonal appointments may be made to full-time or part-time pQsitions, but the 
work schedule for this type of employment is cyclical in nature. A seasonal· 
1ppojntment may not exceed ten months jn any twelve consecutive months. 

A seasonal employee may be seasonally laid off during a season because of an 
office's decreased workload or budget concerns; however, at the end of a 
seasonal appointment, the seasonal employee mY£1 be seasonally laid off. If a 
manager/supervisor then still has a need for additional staff and chooses to 
make a temporary or emergency appointment, ... and there are no permanently laid­
off employees available, the appointment must be offered to that seasonal 
employee who was laid off {permanently laid-off employees must be offered 
temporary or emergency appointments befo~e s~asonal employees). 

This chapter provides guidelines for managers and supervisors in the seasonal 
layoff of seasonal employees, and in recalling employees from seasonal layoff. 
The policy applies only to employees identified on the MDES seniority roster 
as •seasonal.• 

Seasonal layoff and return from layoff can be complex because of the condi­
tions and requirements of the labor agreements. Refer to the appropriate 
article of the labor agreements for information: 

AFSCME 
MAPE 

Article 15, Section 4 
Article 17, Section 4 

Generalists/aides in the Human Resources Office can provide technical assis­
tance. 

POLICY 

Minnesota Department of Economic Security managers/supervisors have authority 
to initiate seasonal layoffs and recalls and will ensure that this delegated 
authority is administered in conformance with labor contracts. 

SEASONAL LAYOFFS 

MDES managers/supervisors must _maintain a record or tracking system of 
employees on seasonal layoff, for recall purposes, s~ that seasonal layoffs 
and recalls are accomplished timely. 

412 
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NOTIFICATION 

AFSCME seasonal employees must be notified at least 14 calend~r days before 
the effective date of the anticipated seasonal layoff. 

MAPE seasonal employees should be notified 21 calendar days whenever practica­
ble, but at least 14 calendar days before the effective date of the antici­
pated seasonal layoff. 

ORDER OF LAYOFF 

The order of seasonal layoff for AFSCME seasonal employees is in inverse order 
of classification seniority within the employment condition, seniority unit, 
and place of employment of the affected position, unless waived by mutual 
agreement between the employee and the manager/supervisor. · 

The order of seasonal layoff for MAPE seasonal employees is in inverse order 
of classification seniority within the place of employment of the affected 
position, unless waived by mutual agreement between the employee and the 
manager/supervisor. 

PROCEDURE 

This is the procedure to use for a seasonal layoff. 

Who Step 

Manager 1 

What 

Determine that due to a decreased workload in 
the office, budget concerns, or the completion 
of a season, a seasonal employee will be season­
ally laid off. 

NOTE: If more than one seasonal employee is 
affected and they won't all be seasonally laid 
off, seasonal layoffs must be in inverse order 
of class ·seniority of those in the same princi­
pal place of employment. 

412 
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Who 

Human Resources 

.SEASONAL LAYOFFS/RECALLS 412 
Page 4 

.033 cont. 

Step What 

Issues may arise when there are a number of 
seasonal employees in the same classification 
and they have different seasons. Contact the 
Human Resources generalist or aide for assis­
tance. 

2 Notify the seasonal employee; the appropriate 
union {see the Mailing List in 412.071}, and the· 
Human Resources Office in writing at least 14 
calendar days before the effective date of sea­
sonal layoff. Prepare a "Seasonal Layoff" memo 
(see sample form in 412.072 or 412.073, depend­
ing on which labor agreement covers the 
employee}, for this notification; the antici­
pated date of recall must be included. 

3 If the employee is available for temporary or 
emergency work, have the employee compJete a 
"Temporary/Emergency Work Availability" form 
(see sample in 412.074} and send it to Human 
Resources. 

4 

NOTE: To be eligible for temporary and emer­
gency appointments after they are laid-off, 
seasonal employees must have indicated avail­
ability for such appointments, in writing, on a 
"Temporary/Emergency Work Availability" form, to 
the Human Resources Office at the time of the 
seasonal layoff. 

Process layoff transaction so that payroll and 
insurance information will be processed timely. 
Place the employee on seasonal layoff. 

5 Send the employee a "Seasonal Layoff Informa­
tion" letter that includes .a "Request for Con­
tinuation of (insurance) Coverage" form . .... 
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Who I Step What 

Employee I 6 Sign and return the "Seasonal layoff Informa-
tion" letter to the Human Resources Office. 
Complete and sign the "Request for Continuation 
of Coverage" form; send it to the Department of 
Employee Relations wjthjn 30 days. 

Manager I 7 I Set up a tracking. system to monitor seasonal 
employees' seasons (especially when there is 
more than one season in the principal place of 
work}. 

8 I Determine the staffing needs of the office and, 
if ·appropriate, offer a temporary or emergency 
position to an employee in seasonal layoff in 
accordance with tontract provisions that deter-
mine the priority order for seasonal 
employee(s}. 

Human Resources I· 9 I Process the temporary/emergency appointment. 

SEASONAL RECALLS 

Seasonal employees must keep their managers/supervisors informed of their 
current address so that proper notice of recall can be made. 

If there is a need to fill a position with a temporary or emergency appoint­
ment, and there aren't any permanently laid off employees available, the 
appointment must be offered to seasonal employees who are seasonally laid off 
if the position is in the same class ana principal place of employment from 
which they were seasonally laid off in the order of classification seniority. 

If a seasonally laid off employee returns to work on a temporary or emergency 
appointment, managers/supervisors must notify the generalist or aide immedi­
ately. This is necessary to process the return and get the employee back on 
the payroll. ~~ · 
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MDES 
February 1997 

.SEASONAL LAYOFFS/RECAL_L_S ________ ~~41~2 
Page 6 

NOTIFICATION 

The employee must be personally notified of recall, by certifi~d mail {return 
receipt required), at least 15 calendar days before the reporting date. The 
employee must then notify the manager/supervisor by certified mail (return 
receipt required), within five calendar days of the return notice received, of 
his/her intent to return to work, and must report for work on the reporting 

. date unless other arrangements are made. 
! 

ORDER OF RECALL 

If all seasonal AFSCME and MAPE employees aren't recalled at the same time, 
they must be recalled in the order of classification seniority to the senior­
ity unit, employment condition, and place of. employment from which they were 
laid off. 

PROCEDURE 

This is the procedure to use for a seasonal recall. 

Who 

Manager 

Step 

1 

What 

Determine need to recall a seasonal employee in 
the order of classification seniority, employ­
ment condition, and principal place of employ­
ment. 

2 Send a letter of recall (see 412.075 or 412.076) 
to the employee at least 15 calendar days before 
the anticipated return date, with copies to the 
appropriate union {see Mailing List in 412.071) 
and Human Resources immedi-ately. 

If the seasonally laid off employee isn't being 
recalled on the anticipated recall date, contact 
Human Resources. 

.041 
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Who 

Employee 

Human Resources 

Manager 

Employee 

Manager 

Step 

3 

What 

Notify the manager, of intent to return to work, 
within five calendar days of receipt of recall 
notice. 

4 I Report to work on scheduled return date and at 
scheduled time. 

5 

6 

7 

8 

Process appropriate paperwork for payroll and 
insurance coverage. Send the manager a "Work 
Schedule" form (see 412.077) .. Send the employee 
any applicable insurance application forms. 

Complete and sign the "Work Schedule" form; send 
it to Human Resources immediately. 

Complete and sign the insurance application 
forms. Send them to Human Resources within one 
week of receiving them. 

Update tracking system for next seasonal layoff. 

REMOVAL FROM SEASONAL LAYOFF RECORD 

A seasonal employee will be removed from the seasonal layoff record for any of 
these reasons: 

1. Failure to accept recall to a seasonal position; 
2. Resignation, retirement, or termination from state service; 
3. Acceptance of a full-time or part-time unlimited position; or 
4. Conversion to permanent layoff. 
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CONVERSION TO PERMANENT LAYOFF 

A seasonal employee will be converted to permanent layoff if:-

1. The principal place of employment is abolished; 
2. There is no anticipated date of recall; or 
3. For an AFSCME seasonal employee, if there is no recall from seasonal 

layoff within 60 days of the anticipated date of recall, the employee is 
converted to permanent layoff. 

Managers/supervisors must notify the Human Resources generalist if it becomes 
necessary to permanently lay off a seasonal employee. 

MAILING LIST AND SAMPLE LETTERS/FORMS 

MAILING LIST 

Notification of a layoff for an AFSCME seasonal employee must be sent to both 
of the AFSCME representatives shown below . 

AFSCME COUNCIL 6, AFL-CIO: 

AFSCME LOCAL 22: 

. Bob Clegg (612/291-1020) 
AFSCME Council 6, AFL-CIO 
300 South Hardman Ave., Ste. 3 
So. St. Paul, MN 55075 

Lucy Robinson (612/649-5419) 
AFSCME Local 22 
State Services for the Blind 
2200 University Ave, W, Ste. 240 
StQ Paul, MN 55114 

Notification of a layoff for a MAPE seasonal employee must be sent to the MAPE 
representative shown below. 

MINNESOTA ASSOCIATION OF PROFESSIONAL EMPLOYEES (MAPE): 

Dave Arneson (612/227-6457) 
MAPE President 
411 Main Street, Rm. 400 
St. Paul, MN 55102 
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SEASONAL LAYOFF - AFSCME 

Managers should develop their own memo containing this content. 

STATE OF MINNESOTA 
Office Memorandum 

DEPARTMENT: ECONOruiTCSEcurnrrr¥ 

TO: X DATE: X 

FROM: X PHONE:x 

SUBJECT: SEASONAL LAYOFF- AFSClv.ffi 

Because of an anticipated reduction in the workload, you will be placed on seasonal layoff 
effective the close of business on . This is in accordance with the provisions of 
Article 15, Section 4, of the agreement between the State ofMin.l"lesota and the State Employees 
Union, AFSCME, Council 6. We anticipate that you will be recalled to employment on ___ . 

Under the negotiated provisions of the Collective Bargaining Agreement between the State and 
AFSClv.ffi, Council 6, employees on seasonal layoff who are not working for the State are to 
offered appointments to temporary and emergency vacancies within their seniority unit while on 
seasonal layoff In order for employees to be offered such positions, our office must be made 
aware of the availability of employees for such work. Therefore, if you are interested in being 
offered any available emergency or teptporary position during the time of your seasonal layoff: 
please return the attached form to the Department of Economic Security, Office ofHuman 
Resources. 

Please contact Human Resources Generalist,------­
if you have any questions regarding your seasonal layoff. 

c: (FORMS) 
(Generalist) 
(Sr. Personnel Aide) 
Lucy Robinson, AFSCME Local 22 
Bob Clegg, AFSCME 

at (612) 
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SEASONAL LAYOFF - MAPE 

Managers should develop their own memo containing this content. 

STATE OF :MINNESOTA 
Office Memorandum 

DEPARTMENT: ECONON.UCSECUOOITTY 

TO: X DATE: X 

FROM: X PHONE:x 

SUBJECT: SEASONAL LAYOFF- MAPE 

Because of an anticipated reduction in the workload, you will be placed on seasonal. layoff 
effective the close of business on . This is in accordance with the provisions of 
Article 17, Section 4, of the agreement between the State ofMinnesota and the :Minnesota 
~ation ofProfessional Employees. We anticipate that you will be recalled ~. 

Please contact Human Resources Generalist, ------ at (612) 
if you have any questions regarding your seasonal. layoff. 

c: (FORMS) 
(Generalist) 
(Sr. Personnel Aide) 
Dave Arneson, MAPE 

412 
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TEMPORARY/EMERGENCY WORK AVAILABILITY 

Managers should develop their own memo containing this conte~t. 

DEPARTMENT OF ECONOMIC SECURITY 

Temporary/Emergency Work Availability 

NAME: DATE: 

SOCIALSECDruTY#:. ______________________________________ __ 

ADDRESS=------------------------------------------------
(Street) (City) (State) (Zip) 

TELEPHONE #: - -
(Home) (Work) 

I. List the classification(s) for which you have been placed on layoff. 

2. List the geographic location(s) from which you were laid off. 

3. When were you placed on seasonal or permanent layoff? ___________ _ 

4. Are you currently working for the State ofMN? _____________ _ 

If you answered yes to number 4, please answer the following: 

a. Which department are you working for? ______________ _ 

b. 'What is your employment ~ndition (e.g., full-time, part-time, seasonal, temporary)? 

c. What is your scheduled end date if temporary or emergency? _______ _ 

5. Would you accept temporary employment which lasts from 30 days to 6 months?_. __ 

6. Would you accept emergency employment which lasts from 1 working·day to 45 
wor~ngdays? ____________________________________ ~~-----------------

NOTE: To remain eligible for non-permanent employment, please advise the Office of 
Human Resources, 390 North Robert Street, St.Paul, MN 55101, of any changes. 
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RECALL FROM SEASONAL LAYOFF - AFSCME 

Managers should develop their own memo containing this content. 

STATE OF MlNNESOTA 
Office Memorandum 

DEPARTMENT: ECONON.UCSECURrrY 

TO: DATE: 

FROM: PHONE: 

SUBJECT: RECALL FROM SEASONAL LAYOFF- AFSCME 

In conformance with Article 15, Section 4, of the Agreement between the State ofMinnesota and 
the Minnesota State Employees Union, AFSCME, Council 6, you are hereby being recalled from 
seasonal layoff. Please report to work on (pate) 

As stated in Article 15, Section 4, of the Union Agreement, "the employee shall notify the 
Appointing Authority by certified mail (return receipt required) within five (5) calendar days of 
receipt of notification, of intent to return to work and shall report for work on the reporting date 
unless other arrangements are made." 

Your name will be removed from the seasonal layoff list if you do not respond to this recall and 
you will be terminated from this classification appointment. 

C: (FORMS) 
(Generalist) 
(Sr. Personnel Aide) 
Lucy Robinson, AFSC:ME Local 22 
Bob Clegg, AFSCME 
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RECALL FROM SEASONAL LAYOFF - MAPE 

Managers should develop their own memo· containing this content. 

STATE OF MINNESOTA 
Office Memorandum 

DEPARTMENT: ECONOMIC SECURITY 

TO: DATE: 

FROM: PHONE: 

SUBJECT: . RECALL FROM SEASONAL LAYOFF- MAPE 

In conformance with Article 17 of the Agreement between the State ofMinne~'Jta and the 
Minnesota Association ofProfessional Employees, you are hereby being recalled from seasonal 
layoff. Please report to work on--------

As stated in Article 17, Section 4B, of the Union Agreement, "The employee shall notify the 
Appointing Authority by certified mail (return receipt required) within five (5) calendar days of 
receipt of notification of intent to return to work and shall report to work on the reporting date 
unless other arrangements are made." 

Your name will be removed from the layofflist if you do not respond to this recall and you will be 
tenninated from this classification appointment. 

c: (FORMS) 
(Generalist) 
(St. Personnel Aide) 
Dave Arneson, MAPE 
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WORK SCHEDULE 

The Human Resources Office sends this form to managers. 

State of Minnesota 

Office Memorandum 

DEPARTMENT OF ECONOMIC SECURITY 
Human Resources 

TO: 

FROM: 

# 

Vicky Thibedeau 
Insurance Supervisor 

DATE: ------------

PHONE: (612) 296-3662 

SUBJECT: Work Schedule------------------

New Hire 
__ Change in Employment Condition 

Return from Season Off 
Return from Leave of Absence 

__ Return from Layotf 

If at any time the empwyee 's work hours change and affect the eligibility requirements 
stated below, please notify your Human Resource generalist in writing prior to the dJJte the 
change occurs. 

BARGAINING UNIT ELIGIBILITY REQUIREMENTS 
Please check the appropriate statement for bargaining unit eligibility: 

It is anticipated that the employee will work 14 hours or more per week and 67 or 
more work days in any calendar year. · 
It is anticipated that the employee will work less than 14 hours per week and less than ~ 

67 days in any calendar year. 

INS!JRANCE ELIGIBILITY REQUIREMENTS 
(intermittent employees are not eligible to receive insurance benefits) 
In accordance with the Labor Agreements, employees must meet one of the following 
requirements to be eligible to receive full State contribution for medical/dental insurance: 

(1) Scheduled to work at least 40 hours weekly for a period of 9 months or more in 
any 12 consecutive months; or 

(2) Scheduled to work at least 30 hours weekly for a 12 consecut~ve month period. 

If the employee does not meet one of the above requirements, the State will, at the employee's 
option, contribute partially (50% for ~E and MMA employees; and 65% for AFSCME 
employees) toward the premium for medical and dental coverages for the employee and 
dependents if the employee meets one of the following: 

(1) Part-time unlimited appointments who work at least 50% but leSs than 75% of the 
time; or 

(2) Seasonal employees who are scheduled to work at least 1 ,1544 hours for a period 
of 9 months or more in any 12 cmisecutive months. 
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