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RULE 1 

PURPOSE, ADOPT! ON AND .AMENDMENT OF RULES 

1.1 Purpose or the Rules 

It is the purpose of these rules to give effect to the provisions of 
the state civil service aot. (Refer to Minnesota Statutes, Chapter 4~ The 
rules shall be applied in accordance with the purposes of the a.ct, which are 
hereby interpreted and declared to be as follows: 

a. To promote economy and effective service in the offices and employ• 
ments or the state. 

b. To provide a. modern and comprehensive system of personnel administra­
tion wherein: 

(l) Positions essentially alike in duties and responsibilities shall 
be treated alike in all personnel prooesses, and positions not 
so alike shall be treated with due recognition of the nature and 
extent of the differences between them. 

(2) Fair and equal opportunity shall be accorded to a.11 qualified 
citizens of the state to enter state employment an the sole basis 
of merit and fitness as ascertained through practical competitive 
examinations. 

(3) The state service, a.s far as practicable, shall be made attrac­
tive as a. career, and each employee of the state shall be en­
couraged to render his best services in willing ccmpliance with 
the provisions of the act. 

1.2 Adoption and .Amendment of the Rules 

These rules, prepared a.nd recommended by the director and approved by 
the board after public hearing, shall be known &s the "Civil Service Rules". 

Amendments shall be prepared, recommended, approved and ma.de effective 
as provided by la.w. {Refer to Minnesota. Statutes, Chapters 15 and _43.) 

The director sha.11 tran8Jllit copies of amendments to appointing authorities 
and shall make copies of the rules and amendments available to the public. 

Personnel actions taken prior to the effective date or new, abolished 
or amended rules shall be governed by the rules in effect on the effective 
date of the action. 

1.3 Editing of the Rules I 

Prior to issuing or reissuing copies of the civil service rules the 
director shall edit the rules and may make the following, and only the fol­
lowing, changes. Such changes ah.a.11 not be deemed to be amendments to the 
rules and each sha.11 be reported to the board before release of the copies. 
Any change disapproved by the boa.rd shall be excluded tram the issue or re­
issue of the rules. 
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a. Changes to correct spelling or typographical errors. 

b. Changes to correct grammatical construction but such changes shall not 
alter the interpretation, intent or purpose of the rule. 

o. Changes to correct exe.ot quotations of statutes, which a.re clearly 
identified as such by enclosure in quotation marks and by citation of 

,statutory reference, where enactment of statutory amendments me.lees such 
action necessary to make the quotation true and e.courate. 

d. Changes to correct statutory references enclosed in parentheses and 
preceded by the words "Refer to" where desirable from. an informational 
or ready reference viewpoint. 

e. Changes to renumber rules or rule references as necessary due to adop­
tion of new rules or abolition of existing rules by the board after 
proper notioe and hearing. 

I 



Page 3 

RULE 2 

ORGANIZATION FOR PERSONNEL ADMINISTRATION 

2.1 Organization.or the Board 

The board, at the first regular meeting in February of each yee.r. shall 
elect one member to act as chairman for a term of one year, or until a sue-· 
cessor is duly elected. Iu case the office of chairman is vacated before 
the expiration of the term of office, a successor shall be elected in like 
manner to fill the unexpired term at the next regular meeting of the board. 

Two mem.bers shall constitute a quorum for the transaction of business 
at any meeting, and the oonourrenoe of two members shall be necessary to 
make any action effective. 

The director shall serve as secretary of the board without •additional 
compensation. He shall keep a calendar of all business to be transacted 
at eaohmeeting, issue notices of regular and special meetings, present to 
the board all matters arising in the course of administration which require 
consideration by the board, keep the records and files of the board and 
minutes of its prooeed:ings, gather information and attend to correspondence 
on behalf of the board. and shall do such other things as the board may 
direct or the circumatan.oes indicate as necessary and proper in order to 
facilitate and give effect to the actions of the board within the scope 
of its power and duties. 

2.2 Meetings of the Eoard 

The board shall meet regularly twice each month and may hold addi~ 
tiona.l meetings as may be necessary. Any scheduled meeting of the board 
m.e.y be cancelled by consent of two board members. All meetings shall be 
held in the main office of the department in St. Paul, unless the boe.~d 
shall, prior to the date of meeting, specify another meeting place within 
the S-tate of Minnesota. Meetings may be called by the cha.inn.an, by any 
two boar'd members. or by the direc-tor. Notioes of each meeting shall be 
given in WTiting to each member by the chair.man or by the director, pro­
vided tha-t this requirement may be waived by any member and shall be 
deemed to have been waived by any member attending any meeting where ·the 
requirement ha.s not been met. Notice of meeting shall be posted in the 
main office of the department and shall specify the day, hour and place • 
of meeting. ill meetings of the board shall be open to the public. 

2.g Minutes of Board Proceedings 

The minutes of the proceedings of the boe.rd shall be prepared and 
maintained by the secretary on behalf of, and subject to the approval 
of, the board. Any person shall be authorized by the director to examine 
the minutes at such times and under such conditions ag he may prescr'ibe. 
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2.4 Duties a.nd Powers of Board 

The powers and duties or the eivil service board shall be those pre­
scribed by the civil service act and such others as are specifically pre­
scribed by law or these rules. (Refer to Minnesota Statutes, Chapter 43.) 

2.5 Appointment end ,Employment of the Director 

The director shall be selected and appointed by the board on the basis 
of competitive examination and in accordance with the provisions of Minne­
sota. '-Statutes Section 43 .04. 

The salary of the director shall be determined by the board within 
the limits prescribed by law. 

2.6 Powers and Duties of the Director 

The powers and duties of the director shall be those prescribed by 
the civil service a.a.t and such others as are specifically prescribed by 
law or the provisions of these rules. (Refer to Minnesota. Statutes, 
Chapter 43.) 

In addition to the functions expressly vested in the director and 
the duties expressly imposed upon him by the provisions of the civil ser­
vice act and rules, the director shall do the following: 

he shall direct and control the offices, examination rooms, records 
and properties, and expenditures or appropriations 'of.the department. 

he shall establish such report·forms or proe-,dure~ as he defJI!ls neces­
sary or desirable to exeoute the provisions of the civil service act 
or these ruies. He shall promptly notify appointing authorities of 
such action and the forms or procedures so established shall there­
after be used by the appointing authority. 

he shall do any other and further things of the same kinds as speci­
fied in the act and these rules or of different kinds, as he may deem 
necessary and proper to carry into effect the ·provisions of the act 
and rules or to accomplish their purposes. Any power vested in the 
director and any duty imposed upon hi:m by the aot or these rules, 
ms..y be exercised or discharged by the director in person or by him 
through the agency of any employee or employees of the department 
whcm he.may·designate. 

; 
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RULE 3 

TEE STATE SERVICE AND ITS DIVISIONS 

3.1 Unclassified Service 

a. The unclassified service shall include all positions as determined 
by the board in accordance with provisions of the civil service act 
or other specific statutes. (Refer to Minnesota Statutes, Section 43.09, 
Subdivision 2.) 

Appointments to) terminations from or interruptions in employment 
in positions designated in the unolassified service shall be effected 
by written notice to the director upon such form as he may prescribe. 

The director may, upon request, assist and advise appointing authori­
ties concerning salary rates appropriate for positions in the unclassi­
fied service. 

3.2 Classified Service 

The classified service shall include the labor service and consist 
of all positions now existing or hereafter created and not included in 
the unclassified service. 

Labor Service 

The class or classes of positions involving unskilled labor desig­
nated by the board shall comprise the labor service. The following pro­
visions shall appl~ exclusively to the labor service and shall supersede 
&:D.Y provision of the rules applicable to employees of the classifie~ 
service which are deemed by the director to be inconsistent therewith. 

The director may at &:D.y time review.the duties performed by a.ny 
labor service employee. The appointing authority and the employee shall 
supply any information requested by the direotor in connection with the 
review.· If the direetor thereafter determines that the duties performed 
are not properly those of a position in the labor service, he shall take 
suoh action as he deems necessary to comply with the act and these rules •. 

a. Labor Service Eligible Lista 

(1) 

(2) 

The eligible·list for employment in the labor service for each 
agency or organization unit. shall be maintained in the Civil 
Service Department and a duplicate list for the agency or 
orga.nization··-unit shall be maintained by the appointing authority. 

I 
Subject to the provisions of (3) below, such eligible list shall 
in.eludes 
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The name of each regular employee in the labor service who 
ia laid off from his employment in the labor service, for 
reasons not reflecting discredit upon the employee or the quality 
of service which he perfonned. 

The name of each applicant certified to the director by the 
appointing authority, as eligible for appointment in the labor 
service. 

, The name of each applicant certified· by the director as 
eligible for consideration for appointment to a position in 
the labor service in the designated agency or organization unit. 

(3) Application to the director or certification by the appointing 
authority for eligibility for employment in the labor service 
shall be made upon such forms .and in such manner e.s the director 
may prescribe. As a part of the application or certification 
process the director may utilize.such tests or require such 
other evidence as he deems necessary in the interest of the 
state to determine the applicant's ability properly to perform 
duties in the labor service. 

(4) Rejection of Applications a.nd Cancellation of Labor Service 
Eligibility 

The name of any labor service eligible not reemployed with--­
in one year of the date of layoff fran the labor. service or not 
appointed within one year of certification as eligible for em­
ployment in the labor service may be removed automatically from 
the labor service eligible list. Such person may again attain 
eligib'ility for employment in the labor service only as provided 
in (3) above. 

The director may at any time upon written statement to the 
applicant or eligible and the affected appointing authority. 
reject such application, cancel eligibility for employment in 
the labor service, or refuse to certify such person as eligible 
for such employment for any of the reasons prescribed by Minnesota 
Statutes, Section 43.14. In the case of such action, a written 
appeal may be ta.ken to the . board whose dee is ion in the matter 
shall be final. 

The •ppea.rance of a name on the labor service eligible list for the 
agency or organization unit shall constitute the director's certifi­
cation that the eligible may be appointed to any position in the labor 
service in that agency or organization unit. 

Report of appointment, termination or interruption of employment in 
the labor service shall be effected as follows, 

(1) In the oase of regular employees appointed trom a current labor 
service eligible list, by payroll notation showing date of em­
ployment or manner and dates of interruption or termination of 
service; except that in event an employment termination or 
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interruption of more than thirty days is for reasons reflecting 
discredit on the employee, a written notice setting forth the 
specific reasons for the action shall be furnished the employee 
and filed with the director prior to the effective date of the 
action. 

(2) In the case of other emergency or temporary appointment for 
periods not to exceed five months in any one calendar year, by 
similar payroll notation. In such cases the payroll shall 
clearly show that the appointment has not been ma.de under (1) 
above and the employee oath required by the provisions of Minne• 
sota Statutes, Section 43.16 must be filed with the director 
before payment to the employee can be approved. 

d. Salary Rates and Changes in Salary Rates in the Labor Service 

Within the limitation of availability of funds as.detertnined 
by the oommissioner of administration, discretion as to the rate of 
pay within the established range for the affected class shall be 
vested in the appointing a.uthori ty. Where payment is ma.de on an 
hourly, daily or weekly basis in employments in the labor aer~ice, 
the hourly, daily or weekly rate shall be determined as provided in 
rule 5.3. 

Promotions from Labor Service 

Employees in the labor service who have worked twelve of the 
eighteen months immediately preceding the da.te of a promotional exami­
:nation, who otherwise meet the requirements specified in the exami­
nation axmouncement, shall be eligible to canpete in the promotional 
examination. 

3.4 Non-State Fcn.ployment 

Specialized personal services rendered by an individual to the state 
under contract as an independent contractor and as a part of, or inoi­
dental to, the individual's regular profession or oocupation and not aa 
a state employee shall be.designated as non-state employment and sha.11 
not be subject to the provisions of these rules. The appointing authority 
shall report each such employment to the director in such form and such 
detail as the director may require. If, a.f'ter such investigation as he 
deems necessary, the director determines that the proposed employment is 
of such a nature as to constitute state employment, he shall so notify the 
appointing authority and the state auditor and that notice shall constitute 
advioe that such employment is not· in .conformance with the provisions of 
the civil service act. 

I 
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RULE 4 

THE CLASSIFICATION PLAN 

4.1 Preparation and Adoption of the Classification Plan 

The schedule of classes adopted by the board on April 10, 1940 to­
get~er with subsequent amendments and revisions constitute the "classifi­
cation planTI for all positions in the classified service. 

4.2 Amendment of the Classification Plan 

The classification plan shall be so developed and maintained tba.t 
all positions substantially similar with respect to the kind, difficulty 
and responsibility of work e.re included in the same class, that the same 
means of recruitment may be used for filling all positions within e. class 
and that the same schedule of pay may be applied with equity to all posi­
tions in a class. 

Whenever any change in organization, creation of a new position or 
change in dutic'1s or responsibilities of an individual poaition makes the 
revision of ~he classification plan necessary, the director shall recom.­
mend the neoessa.ry revisions to the board. The board ahall hold a public 
hearing on the proposed changes and they sha.ll become effective after 
adoption by the board. Any meeting of the board scheduled in accordance 
with rule 2.2 shall constitute a public hearing for the purpose of amend­
ment to the classification plan. Notice of the classes of positions 
involved in the proposed revision shall be posted on the bulletin board 
of the department at least seven calendar days before the meeting of the 
board at which the changes a.re to be considered. 

Whenever, in the opinion of the director, there is urgent necessity 
for establishing a new class in the classification plan in order to per­
mit the announcement and holding of an exsmin.ation or the filling of a 
position without delay, he may e.ntioipate formal action by the boa.rd by 
adding such new class tentatively·to the classification plan. He may 
then proceed to annou.noe and hold an _ex:U1.ina.tion for the class or author­
ize appointment. Such action shall be subject to the board 1 s ratification 
by the necessary amendment to the schedule of classes at its next meeting. 

4.3 Allocation of Positions 

When a new position is to be established or a vacant position is to 
be tilled the.appointing authority shall notify the director in writing 
and he shall allocate the position to its appropriate class. 

"when a position for which there is no existing classification i,s 
established, the appointing authority shall notify the director who 1shall 
allocate such new position to its appropriate class, provided, that in 
the allocation of a new position, or the reallooation of an existing 
position. the director shall follow the recommendation of the appointing 
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authority unless or until such recommendation is found by the director to 
be inconsistent with established classifications.n Minnesota Statutes, 
Section 43.12 (2) 

The allocation or an occupied position shall not be changed except in 
accorda.nce·with the provisions or rule 4.40 

4.4 Reallocation of Positions 

The director, by analysis, investigation and such other steps as he 
deems necessary, shall keep the allocation of positions current. Whenever 
the director determines that a position is improperly allocated he _shall 
reallocate that position to the proper class and shall give written notice 
of the reallocation to.the incumbent employee and his appointing authority. 

4.5 Effect of Reallocation.or Positions. 
I 

A reallocated position shall be considered the same as a vacant posi­
tion and sha.11 continue ao.ly if the appointing authority fills the posi­
tion in accordance with the pr_ovisions gov~rning appointment, promotion, 
demotion or transfer within 60 calendar days following the d.e.te or the 
notice·of reallocation or the posi~ion. 

An employee whose position is reallocated shall continue his status in 
the former class but shall be ineligible to continue in the position in 
the new class unless he is appointed to that position in accordance with 
e.n appropriate provision of rule 8 governing appointment. If ineligibility 
or a permanent or probationary incumbent of a reallocated position arises 
from the existence or a promotional eligible list established from an 
examination which the incumbent did not take, -he may be permitted to take 
the examination in accordanoe with the provisions of rule s.2 b. In any 
oa~e where the incumbent of a position which is reallocated is ineligible ·' 
to continue in the position in the new class and is not transferred, pro-

:moted, or demoted, the layoff provisions of the act and rules shall apply. 

Reallocation Appeal 

Any permanent or probationary employee whose position is reviewed by 
the director may appeal to the boa.rd to ·review the direetor 's action only 
if the position is reallocated. Such appeal shall be made in writing 
within 30 calendar days of the da~e of notice of reallocation and shs.11 
set forth in detail the duties of the position and the basis for the 
appeal. 

• 4.7 Class Specifications 

The director shall provide, and may amend as provided in rule 4.2, 
written specifications for each class in the classification plan. Each 
of the cl.ass specifications shall include the class title, a description 
of the duties and responsibility of the work and a statement of the quali­
fications a person should possess to enable him to enter upon the duties 
0£ a position of' the class with reasonable prospects of auooe•••. 
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The specifications of the classes of positions in the classif'ioatiou 
plan.and th$ir various parts are hereby declared to have the foll0Wing 
foroe a.nd effects 

a. The definitions are descriptive and not restrictive. They are 
intended to indicate the kinds of positions that are allocated 
to the. several classes, as determined by their duties and responsi­
bilities, and shall not be construed as declaring to any extent, 
or in any way, what the duties or responsibilities of_ any position 

\., sMll be, or as limiting or in e.ny way modifying the power of any 
appointing authority to assign, direct, and control the work of 
employees under ·his supervision. The use of a particular expression 
or illustration as to duties shall.not be held to exclude others 
not mentioned that a.re of similar kind or quality. 

bo In determining the class to which any position should be allocated, 
the definition of each class shall be considered as a whole. Con­
sideration shall be given to the general duties, specific tasks, 
responsibilities, qualification requirements and relationship to 
other classes, as together affording a picture of the kind of em­
ployment· that the class is intended to embrace. 

c. Qualifications commonly required of all incumbents of positions 
of different classes, such as acceptable physical condition, 
freedom fran disabling defects, United States 'citizenship, resi­
dence within the State of :Minnesota for two years except as 
otherwise provided in the act, suitable age, honesty, sobriety, 
and industry, shall be deemed to be implied as qualification 
requirements tor entrance to each class, even though they may not 
be specifically mentioned in_the specifications. 

do The specifications for any class as interpreted herein, shall 
constitute the basis and source of authority for the tests to be 
included in examinations for the class and for the evaluation of 
the qualifications of applicants. 

4.8 Use of Class Titles 

The title or a class shall be the offioial title of every position 
allocated to the class for all purposes having to do with the position, 
and shall be used on all payrolls, }>udget estima tee, ~and official records 
and report~ relating to the position, but any abbreviations or code symbol 
approved by the director may be used i~ lieu of the title to design.ate 
the class of a position in any such connection, and -a:IlY other title desired 
by the appointing authority may be used to designate any position for pur­
poses or internal administration and in any other connection not involving 
the personnel prooesaea covered by the a.ct or these rules. 

/. 
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RULE 5 

THE COMPENSATION PLAN 

5.1 The tompensation Plan 

The salary plan adopted pursuant to Minnesota Statutes Section 43.12~ 
together with the provisions of this statute, and with such amendments as shall 
be made in accordance with the act shall constitute the official compensation 
plan for all positions in the classified service. 

5.2 Administre.t.ion of the Compensation Plan 

The following provisions assume that funds are available and that ex­
penditures have been authorized by the commiss'ioner of administration. 

a. ·Beginning Salary 

The minimum rate of pay for a class shall normally be paid upon 
appointment to the class. Upon written certification by the appointing 
authority that original appointment at one of the salary steps above 
the minimum re.te is justified by exceptional qualifications of the 
eligible or by lack of available eligibles e.t the minimum rate, the 
director shall consider the pay re.tea of employees in the same class 
and agency and may authoriz.'e such appointment provided other eligibles 
having similar qualifications are offered the same rate. 

When a permanent employee is promot.ed. and has been paid at a rate 
equal to or exceeding the minimum or. the new -position for the pre.;. 
ceding six months, the appointing authority may make the appointment 

· at a rate within the range which grants a one step ·salary increase 
upon promotion. 

If .a former employee is re-employed in a class in which he was 
previously employed, the appointing authority may make an appointment 
at the same rate of pay the employee pad been reoeiving at the ter-
1;nination of service. 

If a provisional employee ~ubsequently receives an appointment to_ 
a position in the same or comparable class after regular certification 
from an eligible list without interruption in his service to the state, 
he shall be eligible to continue in his regular appointment at the same 
rate of pay he was receiving as a provisional employee. Upon written 
recommendation of the appointing·auihority, a provisional employee 
who is appointed without interruption in his services to the state to 
a position in a class having .•a lower salary range lD&.Y be appointed at 
a salary rate within the range l!'hioh does not exoeed one step tor ea.oh 
six months of continuous service.· 

b. Salary Increases 

Salary adjustments within an established range shall not be euto­
matic but shall be dependent upon ~pecif'ic written reoommenda~iona by 
the appointing authority, which shall be based upon standards of per- . 
f'ormance as indicated by service ratings or other pertinent data. 
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Ordinarily, increases in salaries shall not be more than one step and 
shall not be made more o:rten than once every six months, nor shall 
salary advancements be given to a.n employee until he has oomoleted 
his first six months of service except that an appointing authority 
may propose salary increases of more than one step or more frequently 
than once every six mo~ths upon detailed written statements to the 
director specifying the employee's exceptional performe.n.oe or the 
unusual employment conditions that make such e.otion necessary. The 
director shall review ea.oh request for e.n inorease of more than.one 
~tep, giving, due o_onsidera.tion to the salary rates paid other employee& 
in the same class and agency, e.nd may deny any request which in his 
judgment is contrary to the best interest of the service. 

Every appointing authority shall at lea.st once in every twelve 
months review the salaries of each employee to determine whether the 
rate of pay of that employee should be advanced to the next step in 
the range a.nd shall advise the employee of his determination. 

o. Salary Decreases 

An appointing 9-uthority for just oause may reduce the salary or 
e-n employee within the aalary range prescribed for the class• In 
the case of a permanent employee, notice of intention to effect_a 
reduction in pay and the reasons for such action shall be given to 
the employee and to the director prior to the ~ffeotive date of the 
reduction. ~he permanent Employee so aff'eoted may request a hearing~··­
before the board aa provided· ·1n r.ule 12 .1.and 12 .2. 

d. Total Remun~ration 

Any salary pa.id to an employee in the classified ·service shall 
represent the total remuneration for the employee, not including 
reimbursements for official travel. 'Except as otherwise provided in 
these rules, no employee shall receive pay from the state in addi­
tion to the salary· e.uthorized under the schedules provided in the 
pay plan £or services rendered by him either in the discharge of his 
ordinary duties or any additiona.l duties which may be imposed upon 
him or· which he may undertake or volunteer to perform. 

Subsistence or maintenance allowances received in lieu of cash 
shall be considered as part of the total salary. Whenever subsis­
tence or maintenance is allowed in lieu of cash, a schedule of such 
charges together nth a statement of the policy and rules to be fol­
lowed in ms.king the charges shall_ be .submitted by the appointing 
authority for the approval of the director and the boa.rd. 

.. Whenever an employee works £or a period less· than -the regularly 
established number of hours a day, days a week, or weeks a month, 
the amount paid shall be proportionate to the time actually emplo.7ed. 
The payment of a separate salary from two or more state agencies for 
duties performed in each of such agencies is permissible if the total 
salary received from these agencies is not in excess of the maxim.um 
rate of pay for the clasa. 
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5.3 Hourly, Daily and Weekly Rates 

Monthly rates of pay shall be paid except that on certification by an 
appointing authority that payment of monthly rates for certain classes 
within his jurisdiction is not feasible because of the temporary or inter­
mittent nature of the work, the civil service director may authorize the 
payment of daily or hourly rates for the classes concerned. Such daily or 
hourly rates shall be computed from the monthly rates established in the 
compensation plan and in no case shall exceed the maximum of the established 
range for the class of positions involved except that for employment on & 

strictly temporary or project basis, the director may authorize a rate of 
pay which may exceed the maxim.um of the range provided, by not more than 
50 per cent. In each case where payment above the :ma.xi.mum rate for the 
class is authorized becau~e of the temporary or project nature of the 
work, the employee so paid shall not be entitled to vs.cation or sick leave. 
Teraporary or project basis employment for the purposes of this rule ordin­
arily will be restricted to a planned work program which is to be completed 
within a specified limited period of time and which is not of a·seasonal 
or regularly recurring nature. In adjusting monthly rates to hourly, 
daily, or weekly rates~ the number of hours, days, or weeks in the work 
month as established in the schedule provided for in rule 13.1, shall be 
divided into the monthly rate and shall be determined by the following 
formula.es 

B:ourly Rate = :Monthly rate x 12 

No. of hours per work week x 52 

Daily Rate -- :Monthly rate 

4 1/3 x No. of days in the work week 

Weekly Rate = Monthly rate • 4 1/3 

All computations of hourly, daily and weekly rates shall be ma.de on 
the basis of the adjusted monthly rates established in the compensation 
plan. 

5 .4 Computation of Payments for Less than a Full Payroll Period 

Payments for less than a f'ull payroll period to employees paid on a. 
monthly salary basis shall be determined by multiplying the salary for the 
payroll period by the number of calendar days for which payment is to be 
made and ,dividing the result by the number of calendar days in the par• 
ticular payroll period involved with.the f'ollow'-:ng except~on: • 

When computing a deduction for:an employee on leave of absence without 
pay for a period not· exceeding the.number 0£ calendar •days in the work 
week of' the agency by which he is em.ployed the deduction shall be deter­
mined by multiplying the salary for the payroll period by the number of 
work days the employee was absent ·and dividing the result by the number 
or • calendar days in the particular :,payroll period involved. 
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The following number of calendar days shall constitute the semi-monthly 
payroll periods for the months indioateds 

28 day month - 14 da.ys 
29 day month - 14½ days 
30 day month - 16 days 
31 day month - 15} days 

5 ..5 Overtime 
" 
The director may .. a.pprove the payment of cash for overtime on the basis 

of overtime schedules submitted under the provisions of rule 13.2. Com­
pensation for overtime work shall be at rates which the director deems 
advisable which shall be based on the regular rates of pay provided in 
the salary plan. 

5.6 Transfers, Promotions, Demotions 

When an employee is transferred, promoted, or demoted, his rate of 
pay for the new position shall be determined as followss 

a. If his rate of pay in his previous position was less than the 
min1mum rate established for the elass of the new position, hia 
rate of pay shall be advanced to the minimum for the class of the 
new position. 

b. If' his rate of' pay in his previous position was more than the maxi­
mum. rate established for the class of' the new position, his pay 
shall be reduced to a point within the range for the class of the 
new position to be determined by the appointing authority subject 
to the approval of the direotor •. 

c. If' his rate of pay in his previous position falls within the range 
of pay established for the class of the new position and does not 
correspond to a step in the salary plan it shall be adjusted to the 
next higher step. 

S • 7 Amendment of the Compensation Plan 

Ali amendments to the ccmpensation plan shall be prepared, approved and 
become effective in accordance with the provisions or Minnesota. Statutes, 
Section• 43.121, Subdivision 2. 

Any meeting of the boe.rd scheduled in accordance with rule 2.2. shall 
constitute a public hearing for the purpose of. amendment to the compensa­
tion plan. Notice of proposed amendments shall be posted on the bulletin 
board of the.department at least seven calendar days 'before the hearing. 

Whenever, in the opinion of' the director, there is urgent adm.inistratiTe 
necessity for establishing a· salary range for a new class in order to re­
cruit and em.ploy persons without delay, he may anticipate formal action 
by the boa.rd and the commissioner of administration by adding such new 
range tentatively to the canpensation plan. Re may then proceed to a.Jmounce 
and hold an examination for the olasa:~r a.uth9ri1e an appointment. Suoh 
action shall be subject to the board's ratification of the necessary_amend-
ment at the next meeting and to subsequent action by the commissioner of 
administration. 
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6.8 Effect of Revisions of the Compensation Plan 

As soon as possible but not later than one month after the effective 
date of any amendment to the salary plan, the rates to be -paid to employees 
in positions of any class for whioh a rate is established or changed shall 
be &djusted as follow-ea 

a. Th~ salary of any employee who is pa.id at less than the mini.Jr.um. 
of the range prescribed for the class to which his position has 
been allocated shall be inore&sed to the minimum rate established 
for the class. 

b • The salary of any employee who is pa.id between the minim.um and 
maximum of the range prescribed for the class to which his posi­
tion has been allocated sh.all not be changed by reason of the new 
see.le except that if his salary does not fall on a step within 
the new range it will be adjusted to the next higher step. 

o. The salary of any permanent employee which is in exoess of the 
maximum of the range prescribed for the class to which his posi­
tion has been allocated shall not be changed by reason of the new 
scale, but such employee shall not be eligible to receive any 
salary in.creases. The salary of any other than a permanent em­
ployee whose salary is in excess of the maximum of the range pre­
scribed for the class to which his position has been allocated 
shall be reduced to a point within the prescribed salary range. 

5o9 Economic Salary Adjustment 

The director shall make the investigations of the cost of living and 
submit the notices and recommendations and take such other actions as are 

.required by Minnesota. Statute, Section 43.123. 

I 
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RULE 6 

EXAlUNA.TIONS 

6 .1 Announcement of Examinations 

e.. C onten.t of Announcement a 
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\. Announcements shall specify the title and salary range or the class 
for which the examination is announced; the nature of the work to be 
performed; the experience and training desirable as preparation for 
performance of the work of the class; the time, place, and ma.ml.er of 
~ing application; the necessary special qualifications established 
for admission to the examination;. the necessity for furnishing a bond 
when such is required in a position; and other pertinent information 
consistent with the act and these rules. 

The announcements of promotional examinations shall specify, in 
addition to the above information, the organization unit or units for 
which the examination is given and the lower class or classes the an.­
ployees of which shall be considered.eligible to compete in such exami­
nation. 

b. Distribution of .Announcements 

Public notice of exsmilla.tions shall be given at least two weeks 
in a.dvanoe of the last date for filing of applications by means of 
official published notie~ e.nd e.nnounoement8 po~ted on the of£i~ial 
bulletin b<;>ards of the Civil Service Department. Announcements of all 
examiDations shall be giTen such other publicity as the director deems 
warranted in the interest of attracting adequate numbers of qualified 
applicants. In the case of promotional examinations. announcements 
shall be supplied to each appointing authority under whom there are 
employees eligible to oompete therein, and it shall be the duty of such· 
appointing authority to call such notices to the attention· of all em­
ploye~s of his ~epa.rtment eligible therefor. 

6.2 Eligibility to Com~ete in Examinations 

a. Open Competitive Examinations • 

Cam.peti tive f'Xarn:5 nations for original appointment to e. class ot 
position in the state service shall be open to all.applicants who are 
citizens ot the. United States, who have been residents of Minnesota tor 
two years immediately preceding the date· of examination. end who meet 
with reasonable sta.nda.rde or requirements fixed by the director nth 
regard to experience, character, age, education, physical condition, 
e.nd such other taotors as may be held to relate ·to the ability qt the 
candida:tes to perform with reasonable .ef'f'icienoy the duties ot the 
position. Persons under such physical disability as not to make them 
ineligible ~y reason thereof, shall be examined in such mam1er as will 
fairly test their ability to perform the duties of the position, not• 
withstanding auch physical disability. 
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No application shall be rejected because the applicant lacks edu• 
cational qualifications, except where such educational qualifications 
are reflected in necessary registrations such as to practioe law, 
medicine or engineering, or where such educational requirements are 
set as standards by federal agencies making grants-in-aid or other­
wise contributing to state programs. 

In the case of classes of positions requiring professional, tech­
nical or unusual qualifications, eligibility for eanpetitive examinations 
may be extended by the director, with approval of the board, to non­
residents who are citizens of the United States and otherwise qualified. 

b. Promotional Examinations 

Promotional eX9.!Ilinations shall be open to all permanent or probation­
ary employees who meet the requirements described in the foregoing rule, 
and who are serving in a.~ appropriate class as determined by the director, 
in the agency or other organization unit for which the examination is 
being heldJ provided, however, that no probationary employee shall be­
come eligible for certification from the promotional eligible list until 
he satisfactorily completes his probationary period in the lower class 
unless or until the names of fewer than three eligibles with permanent 
status in a lower class appear on the eligible list. 

The incumbent permanent employee who is occupying a position at the 
time it is reallocated to a class for which a prom.otional list exists 
shall be eligible to take the sa.me examination or equivalent thereof 
which was given to establish the existing list, provided that his name 
is not on that list; that he did. not take and fail the examination 
given to establish the list, and that he was eligible to take that 
examination at the time it was given. If he attains a final rating 
above passing, his name shall be placed upon the original promotional 

• H.st in the same manner as if he had taken the original promotional 
examination. 

6.3 Application and Admission 

a. The Form of Application 

Applications shall be made on forms prescribed by the director• 
Such forms shall require information covering experience, training, a.nd 
other pertinent information as may be·requested on the examination an­
nouncement. The applioation form shall contain an oath or affirmation 
to the effect.that the applicant will honestly and faithfully protect 
_and preserve the property and mo~y of the State of Minnesota and will 
abide by, uphold and defend the constitution or the United States or 
.Ameri(?e. e.nd of the State of Minnesota, -and except as provided in said 
constitutions will not take part in any movement to alter or change 
our form of government. / 
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b. Admission to Exe:m.inations 

Persons who subnit applications on or before the last date £or 
filing and whose applications clearly show that the applicants meet 
the requirements for admission to the examination as specified in 
the official anno\mcement shall be ad.mi tted to canpete in the examina­
tion for :which they are applying. Where doubt exists as to whether an 
applioe.nt meets the requirements for admission to an examination, the 
director may authorize oonditional admission to the examination but 

\, such action shall not be construed as entitling the applicant to be­
come eligible for certification or appointment until the circumstances 
leading to the conditional aooepta.noe are clarified to the director's 
satisfaction. Each applicant whose application has been accepted for 
any examination shall be notified by mail of the date, time and place 
of the examination and such notice shall be his authorization to take 
the examination. No person shall be permitted to take any examination 
without such an authorization or other satisfactory evidence of accep­
te..noe or conditional acceptance of his application by the director. 

6+4 Disqualification of Applioant 

Whenever the director .. ·,1 refuses to examine e.n applicant or eertify 
an eligible under the provisions of Minnesota Statutes, Section 43.14, 
he shall, upon request of the person so rejected, furnish him a statement 
of the reasons for the refusal to examine or certify. In the case of aey 
such refusal an appeal may be taken to t~e board in accordance with rule 12-.1 (d). 

6.5 Postponement or Cancellation of Examination 

In the event a sufficient number of qualified candidates has not made 
application for an examination, either open canpetitive or prcmotional, 
the director may postpone the last filing date and the date of exa..inina.­
tion, or cancel the examination, and shall, in sitch oases, lll8.ke suitable 
notice thereof. 

6.6 Character of Examinations 

a. Canpeti tive Examinations . 

All competitive examinations for positions in the classified service 
shall relate to those matters ~hichwill fairly test the capacity and 
fitness of the persons examined to discharge efficiently the duties of· 
the office or employment sought by them. Any means or measures may be 
used which are reasonably well calculated to test the fitness of can­
didates to become employees in positions of the claes for which the 
examination is held. Such means or measures 1118.Y include any required 
statement or any investigation of educatim, experience. or record of ac­
complishment; any test of knowledge, skill. capacity, .intelligence, or ap• 
titude; and any inquiry into the moral character, or any other quality or 
attribute which, in the judgment of the director, seems desiral)le. No 
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test or question in any application or examination shall be constructed 
to call for or lead to disclosure of any information eonoerning any 
political, religious, fraternal, or racial affiliations, preferences, 
or opinions. Any disclosure thereof shall ·be disoountena.noed, and e.ny 
such information which may nevertheless be revealed, sh.all be disregarded. 

The tests in any examination for promotion shall be of like kind 
and cba.raoter to the corresponding tests in any examination for ori­
ginal appointment to positions of the same class, and the same standards 
sba.11 be applied to the rating thereof. In addition to other .factors. 
promotional examinations shall take into consideration the quality and 
length of service. 

b. Non-competitive Examinations 

Examinations required under the provisions of rule 8.8 and rule 8.10 
which are non-competitive in nature shall be administered under suoh 
conditions as the director may prescribe. 

6.7 Conduct of Examinations 

Examinations shall be held at suoh times and places as, in the judgment 
of the director, most nearly meet the convenience of applicants, practi­
cability of administration and the needs of the service. The tests shall 
be conducted either by the director or by persons designated by him. No 
person whose application has been aooepted for any examine.ti~n shall be 
entitled to take such examination at any date, time or place other than 
those stated in the announcement, .except as the director, for proper cause, 
may authorize. All reas·ona.ble precautions shall be taken to keep -secret 
the identity·ot applicants. 

6.8 Ra.ting of .Examinations 

a. Appropriate scientific techniques e.nd procedures s ha.ll be used in 
rating the results of examinations a.nd determining the relative rank­
ings of the competitors. In all examinations the minimum ratings .by 
which eligibility may be achieved shall be set by the director. The 
f"ina.l examinat~on grade may be based on all factors of the examination 
including educational requirements, experience, and other qualifying 
elements as shown in the competitor's application or other verified 
in.formation. The final earned rating of eaoh oompetitor ·shall be 
determined by averaging the earned ratings on ea.oh pa.rt or the exami-
nation in acoordanoe with the weights established for ea.ch part prior 
to the date of the examination. All ca:npetitors may be required to 
obtain at least a minimum rating in each pa.rt of the examination in 
order to receive a final passing g·ra.de or to be rated on the remain­
ing parts of the examination. 

b. The director may a.nnounoe, in advance of the establishment of an '11-
gible list, the maximum number of competitors who shall have their 
names plao4'd on the list. or who shall be permitted to compete in any-
of the separate parts of the examination. Under such procedure those 
considered as having passed or as being permitted to take the remainder 
of the examination shall be the set number of candidates sooring high­
est in the examination or pa.rt thereof. 
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c. Rating of Competitors for Lower Class 

The results of examinations or competitors who fa.il to qualify 
as eligibles for the class for which the examinations were taken, may, 
with the approval of the director, be rated with reference to their 
eligibility £or a lower class for which a.n examination is in process, 
in case the· can.petitors have signified their willingness to accept 
appointments to positions of such lower class. If found eligible, 
their names may then be entered on the eligible list for such lower 
class. 

6.9 Veterans Preference 

In all examinations veterans a.nd widows of veterans shall be- given a 
credit of five points in addition to the rating earned on the examination. 
Names of such veterans shall be placed on the eligible list in the order 
of their final rating including the preference credit. Disabled veterans 
and wives of disabled veterans who are unable to qualify because of such 
disability shall be given a credit of ten points in addition to the rating 
earned on the examination. If the final rating including the preference 
credit is above the minimum score required for placement on the eligible 
list, the name of such disabled veteran shall be placed at the head of the 
list. (Refer to Minnesota Statutes, Section 43.30) 

6.10 Order of Names on Eligible Lists 

Nemes of eligibles shall be placed on eligible lists in the order of 
their final earned rating plus preference credit. In the case of a tie 
between a veteran and a non-veteran the·name of the veteran shall be 
placed ahead of that of the non-veteran. In the case of other ties in 
final ratings, nam.es shall be plaoed on the list in the order of rating 
earned in the pa.rt of the examination given the greatest weight. Any 
remaining ties shall be broken by arranging names alphabetically. 

6.11 Notification of Results 

All persons oanpeting in any examination shall be.given written notice 
of their ra.tingr.on the . examination. The examination papers and records 
of ratings of competitors shall be held as official records of the depart­
ment. Any tests used in determining the competitor's final rating shall 
be open to the inspection of the can.petitor or his authorized representa­
tive, in regular business hours during the life of the eligible list, ex­
cept the ·time between the announcement end holding of an examination for 
the same or sim.ilar'cla.as, and any neoessary·e:xplanations of the methods 
by which the ratings were determined shall be supplied. Reports of' character 
and other investigations made by the department, however, shall be kept 
conf'identie.l. 

6 .12 Appeals from Ratings I 

Axl.y competitor may appeal to the director for reconsideration of hie 
rating in any examination as provided in rule 12.l (e.). 
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6.lS Examinations for Returning Service Men 

a. ~Vhenever a promotional examination for a class shall ha.ve been given 
during the absence on military leave of a permanent or probationary 
employee eligible to take sueh examination, such employee shall have 
the right to take a promotional examination. for such class, provided 
application therefor is made to the director within 60 days from the 
date or the reinstatement of the employee. The employee shall be 
given the same examination as given at the original promotional exami­
nation or the equivalent thereof. If the employee attains a final 
rating above passing1 his name shall be placed upon the original pro­
motional list made from. the original promotional examination in the 
same manner as if he had taken the original promotional examination. 
If the employee attains a final rating which is equal to or higher than 
that of the lowest ranking person certified to an appointing authority 
from the original promotional list, the name of the employee shall be 
certified to the appointing authority who may appoint him to a posi­
tion which has been already filled by a person appointed from the 
original promotional list or from the original promotional list modi­
fied as above provided. An employee so displaced shall have -his name 
piaced upon the appropriate reemployment list and shall be restored to 
the position which he held when pranoted. 

b. Whenever, during the absence in military service of a person who was 
a provisional employee at the time of his entrance into military ser­
vice, a.n examination was held for the class in which he was em.ployed, 
such person, if qualified, shall have the right to take an examination 
for the same class of position, provided application therefor is made 
to the director within 90 days fran the date of his honorable dis­
charge or other fonn of release by proper authority indicating that 
his military or naval service was satisfactory; and provided further 
that the eligible list established by an. exa.Jidnstion given during his 
absence is still in effect. The employee shall be given the same 

• examination as given at the original examination or the equivalent 
thereof. If the employee attains· a final:ratillg above passing, his 
name shall be placed upon the original el_tgible list ma.de from. the. 
original examination in the same manner as if he had taken the ori-

_ginal exa:mi:cation. 

I . 
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ELIGIBLE LISTS 
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The direotor sh.all establish and maintain eligible lists necessary to 
carry out the purposes of the civil service aet and rules. 

Eligible lists shall be by class of employment and shall be state­
wide ':.___in application except where these rules or action of the director 
specifically makes provision for establishment of lists by geographical 
area_ agency or organization unit. 

7.1 Layoff List 
-

Lay.off lists shall be es-tablished by agency or orga.niza tion unit. A 
layoff ·11st shall contain the names of all permanent and probationary 
employees laid off from the class of emplo~ent in the agency or organiza­
tio~ unit for which the list is established. Upon written application 
approved by the director a perm.a.nan~ or probationary employee whose appli­
cation for reinstatement prior to expiration of approved leave of absence 
has been denied by his appointing authority shall have his name plao9d 
on the appropriate layoff list for the unexpired period of the leave of 
absence. Names shall be placed ,on the layoff list in the order of seniority. 
as determined under the provisions of rule 10.4. 

7o2 Agency Promotional List 

Ageney prom.otione.l liste ehall oonsiet of -the names of all perso!lf! 
employed in the.agency or organization unit who have passed the agenoy 
promotional examination for the class for which the list is established~ 
Agency promotional lists shall be established by organization unit when 
such subdivision has been approved in accordance with rule 10.4 (b) prior 
to the date of the promotional examination. Names ·shall be placed on an 
agency promotional list in the order provided by rule 6.10. 

7.3 State-wide Promotional List 
. . . 

State-wide promotional lists shall be established by class of employ­
ment and shall consist or the names of all persons employed by the state 
in an eligible class, as determined by the director, who have passed a 
promotional examination for the class for which the state-wide pran.otional 
list is e stabliehed. Names shall be placed on a state.;.wide promotional 
list in the ordeT provided by rule 6.lOo 

7.4 Reemployment List 

A reemployment list shall contain the nemea of all permanent or pro­
bationary employees laid off fran.·the class of employment and the names 
of former permanent or probationary employees in the class whose written 
applications,Jlltde within one year of separation in good standing, a.reap• 
proved by the director. ·The director shall consider the recamnendation 
of the last appointing authorit.y before approving applioations of former 
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employees and shall disapprove each application where the quality of ser­
vice was unsatisfactory as evidenced by a service report submitted by the 
last appointing authority. Names shall be placed on a reemployment list 
in order of a combination of quality of service and previous seniority. 

7.5 Open Competitive List 

Each open competitive list shall be established by ole.ss ,of employ­
ment and shall consist of a list of the names of all persons who have 
passed the examination for the class for which the open competitive list 
is established. Names shall be placed on an open competitive list in the 
order provided in rule 6.10. 

7.6 Use of Eligible Lists in the Classified Service 

Except as otherwise provided in rule 8 and rule 3. 3, all vacancies 
in the classified service shall be filled by certification an~ appoint­
ment from eligible lists. 

7.7 U~e of Eligible Lists in. the Unclassified Service 

The director, upon request, shall make the names of the candidates 
from eligible lists available to appointing authorities for the purpose of 
me.king appointments to positions in the unclassified service. 

D.iration of Eligible Lists 

The director shall determine the period during which promotional or 
open competitive eligible lists shall remain in effect, but this period 
shall not be less than one year nor more than three years. ~'hen an eligible 
list exists for any class and the director deems it necessary to estab-
lish another such list for .the same class I the existing list ordinarily 
sha.rl be cancelled. In his discretion the director rnay combine a new and 
an existing list by placing the names of eligibles in order of final ratings 
as provided in rule 6.10. If the higher rating was made on the eT.amina­
tion to establish the older list. the eligible shall continue in such rank 
on the combined list only for the period for which the older list was 
established. Thereafter his rank will be determined by his rating in the 
new examination. Layoff and reemployment lists shall be deemed to be in 
continuous existence. The eligibil.ity of individual names placed on suoh 
a list shall expire one year after placement on the list but the director, 
in his discretion, may extend suoh eligibility for an additional period 
or periods, provided, however, that no suoh extension shall continue the 
name of any individual on such a list to a date beyond three years after 
plaoement on·the list. 

Removal of Names from Eligible Lists 

In addition to the causes stated in Minnesota Statutes, Section/ 
43.l.41 the direotor may remove names from eligible lists permanently or 
temporarily for any of the following reasons:· 

a. Appointment through certification from suoh list to fill a permanent 
position. 
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bo Appoi~tment to fill a perm.anent position through certification from 
• another list or from a list for another class at the same or higher 

salary-. Any person whose name is so removed may have his name restored 
for the duration of such lists other than the one from whieh appoint­
ment was made by making written application for such aetion to the 
director. 

c. Failure to respond within five days to a written inquiry of the director 
or appointing authority relative to availability for appointment. 

d. Failure to respond within two days to a telegraphed inquiry from the 
direotor or appointing authority relative to availability for appointment. 

e. Declination of appoi11tment under such conditions as the eligible pre­
viously indicated he would accept. 

r. Failure to report for duty within the time prescribed by the appoint­
ing authority. 

g. Expiration o~ the term of eligibility on the eligible list. 

h. Failure to maintain a record of the current address at the department. 
For this purpose the return of a letter by the postal authorities if 

·properly addressed to the last address on record shall be,deemed suf­
ficient grounds for such removal of the name from the eligible list. 

i. Upon oertil'ieation three times to.the same or different appointing 
authorities if not appointed. 

j. In the ease of agency promotional lists. appointment or transfer of 
an employee· to a new agency or another duiy established organization 
unit. 

k. In the oase of promotional·lists, upon termination in the state service. 

7.10 Restoration of Names to Eligible Lists 

An eligible whose name is removed from a.n eligible list as provided 
above may make a written request to the director for the restoration of 
his name to such list for the duration of the list. Such request shall 
set forth the reasons for the conduct resulting in removal of the name 
from the list and shall further specify the reasons advanced for restora­
tion of the name to the list. The director a.f'ter full consideration of 
the request may restore the name to the eligible list or may refuse such 
request. The eligible shall b_e notified of the director's action and may 
make a written appeal to the board to review the director's action. 

A former employee. reinstated ·in ··the state service shall have his name 
restored to a.ey existing state-wide promotional list from which it w,.s 
removed beoa.use of separation from the state service, provided the direc­
tor approves the employee's written application for such action. 
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A former employee reinstated in the state servioe shall have his name 
restored to any existing e.gency promotional list from which it was removed 
because of separation from the state service. provided written•applioation 
for such action is approved by the appointing authority and the director • 

. A.. probationary or permanent employee whose name has been removed from. 
an agency promotion.al list because of transfer or original appointment 
with probationary or permanent civil service status under a new appoint­
ing authority, may have his name placed on the agency promotional list 
for these.me olaas in the·new agency provided written application, made 
by the employee during the duration of the list from which the name was 
removed, is approved by the new appointing authority and the director. 

7.11 Statement or Availability 

Whenever an eligible submits a statement restricting the conditions 
under which he will be availe.ble for employment his name shall be withheld 
fran all certifications which do not meet the conditions he has specified. 
An eligible may file a new statement at any time during the du.ration of an 
eligible list modifying any prior statement as to conditions under which 
he will be available for employment, except that if such statement results 
in the withdrawal of his name from a certification outstanding at the time 
of receipt of the statement, it :m.a.y be deemed a declination of appointment. 
For the purposes or this rule the director may acoept telephone informa­
tion as having the same effect as a written statement provided he confirms 
the telephone information by letter clearly stating the conditions under 
which the eligible will be certified on the basis of such information. 

I 
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RULE 8 

CERTIFICATION AND APPOINTMENT 

8.1 Request for Employees 

( 
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Va.oanoies ·in the classified service shall be filled by reemployment. 
promotion, original appointment, transfer or demotion as provided in these 
rules. Whenever an appointing authority wishes to fill a vacancy or a 
new position in the olassified servioe, a requisition for an employee 
shall be submitted to the direetor on the form prescribed by him. The 
form shall provide for a description of the vacant position, a statement 
of necessary special qualifications, if any, an indication of what kind 
of appointment the appointing authority wishes to make and such other. in­
formation as may be pertinent. Insofar as practicable, ea.oh vacanoy shall 
be anticipated sufficiently in advance to perm.it the director to determine 
who may be available for appointment or if necessary to establish a class 
or list of eligibles. 

8.2 Methods of Filling Vaoanoies 

Upon receipt of request for an employee the director shall certify the 
proper number of names fram the appropriate eligible list or authorize 
some other kind of appointment as provided in these rules. No appoint-
ment exeept an emergency appointment shall be me.de without such oertif'ioa--­
tion or prior authorization. It the position to be filled is a pennanent 
one, the director shall certify the one name highest on the agency layoff 
list. If no layoff list exists, he shall certify three names from the 
agency promotional list. • 

In the absence of either such list the director shall certify three 
names £ran the eligible list he-deems appropriate taking into considera­
tion any request ma.de by an appointing authority as to the list to be used. 

However, if an appointing authority submits specific written state­
ments that the interests or the state would be served best by certifioa­
tion fran. sane list other than the agency promotiona.l list and that the 
use of such list is not practicable and the director ~inds that there are 
better qualified persons on other eligible lists, he may certify names 
from some eligible list other than "\;he agency promotional list. The 
director shall report to the board each instance in which an appointment 
is ma.de under the provisions of this paragraph. 

8.3 Certification of Eligibles 

a. Order of Certification 

The one name highest on the layoff list shall be certified for 
one vacancy. In the case of all other eligible lists the three high­
est names shall be certified for one vaoaney. 

Eligibles shall be certified in strict order of standing, without 
regard to sex or special qualifications, except that where a limitation 
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to one sex or a requirement of special qualifications is specified by 
the appointing authority in his written request end the director is 
satisfied that the fa.ots and reasons specified warrant su.:)h e.ction., 
certification may be limited to the sex specified or to eligibles 
possessing the special qualifications. 

b. Multiple Vacancies 

I:f' more than one vac~ey is to be filled the name of one additional 
eligible for each additional vaoanoy shall be certified. 

o. Concurrent Certifications 

Groups of eligibles shall be certified to vacancies in order of 
receipt of requisitions for employees, with due regard for the rights 
of eligibles standing highest on the list; provided, however, that 
this section shall not require simultaneous certification of the same 
name on different certifications ma.de concurrently. 

d. Less than Required Number of Eligibles 

Whenever there are not sufficient names on an eligible list to 
make a complete certification, the director may augment those names 
by a sufficient number of names from other appropriate lists to make 
a complete certification. 

e o Incomplete Certifies.ti~ 

When the number of names available for filling any vacancy is 
-----r•••·· ... fewer t}:tan three except in oa.se of certification from a layoff _list, 

the appointing authority may decline certification for that vacancy 
~d proceed to fill the vacancy in any other manner provided. 

r. Certification from Related Lists 

The director ma.yin his discretion certify from eligible lists 
for higher classes to va.oa.ncies occurring in lower classes or .from 
eligible lists for one class to vacancies in another elass where he 
determines the examination reasona.bly1D.easures the ability of the 
eligible to perform. the duties in the class to which certification is 
made. 

g. Non-Appointment of a Veteran 'When Certified 

In the event of the rejection by the appointing officer of an 
eligible entitled to veterans preference under Minnesota Statutes. 
Section 43.30, when certified for promotion or to fill a -vaea.ney or a 
new position, the appointing officer shall forthwith file in writing 
with the director the reasons for such rejection a.nd shall fur:ni"sh to 
the rejected veteran a copy thereof. (Refer to.Minnesota Statutes, 
Section 43.30.) 
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h. Wi thdrawa.l or Certifioa tions 

In event appointment is not reported within ten days or the date 
ot certification the director may withdraw such certitioation and shall 
certify the names of eligibles included in such ·certification on the 
next requisition received for t~e appropriate class of employment. 

8.4 Perm.anent Appointments frc:m Eligible Lists 

ill vacancies in positions in the classified service ha.Ting a duration 
in excess ot three months shall be f'i1led by appointment from certification 
f"ran eligible lists except as otherwise provided in these rules. An ap­
pointment shall be ef'f'ecti ve on the date stated on the report of appointment. 

8.S Temporary Appointment 

Temporary appointments shall when practicable be made from eligible 
lists. If a!'ter the director has ma.de a reasonable ettort to certify 
eligibles for temporary appointment from: an existing eligible list, he 
has found it impracticable to make such· certification because of non­
availability of eligibles. he may authorize the temporary- appointment of 
an individual designated by the appointing authority. Temporary appoint­
ments aha.11 not exceed three months. Sucoessi ve temponry appointments 
to the same position shall not be made nor shall any person receive more . 
than one temporary appointment within «ie 7ea.r. The acceptance or refusal 
by an eligible of a temporary appointment shall not affect his standing -~­
on the eligible list. nor shall. the period of temporary aeM'ioe be e9UD,ted 
as a part of his probationary period in case or aubsequent appointment to 
a permanent position. 

8.6 Emergency Appointment 

An emergency appointment is an appointment for a period not exceeding 
10 days made under conditions necessitating immediate action to provide 
for carry-ixlg on work that must be continued in the public interest and 
shall be ma.de under the provisions ot Ki:Dnes·ota S-tatutes Section 43.20 (2). 
The director aha.11 not approve auooeaaive emergency appointments nor shall 
he approve more than three emergency appointments for one person within 
one calendar year. 

Prior approval shall not be required. 1n the oase ot emergency appoint­
ment~ but each such appointment sba.il be reported to the director the day 
it ia made~ 

In a:tJ.Y oa.ae· ·1n which the need for action for filling a Tacancy ab.all 
have.been known. or could have been known. by the exercise of due diligence. 
far enough in advance to a.ttord opportunity for appropriate action under 
sane other provisions of the aot and theae rules, no emergency shall be 
deemed to exist and no emergency appointment shall be approved. 

/ 

Whenever possible• an emergency ,appointment aha.11 originall7 be made 
at the minimum rate for the class to which the position thus filled can 
be allocated properly. The ~irector aba.11 allocate the position tilled by 
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emergency appointment to the proper class and shail notify the appointing 
authority of such allocation and the rate of pay applicable thereto. Arter 
such notice no payroll purporting to pay ~nother rate shall be approved. 

If e. properly made emergency appointment is changed before its expira• 
tion to an approved provisional appointment, the time served in the emergency 
appointment shall be deemed to have been a part of the provisional appointment. 

8.7 Provisional Appointment 

When authorized by the director in the absence of an appropriate eli­
gible list, a provisional appointment of a qualified person may be made to 
fill a vacant position. Except in the case of appointments made under the 
provisions of Minnesota Statutes, Section 43.11, relating to the period 
of installation of the civil service examining program, such an appoint­
ment shall be termina.ted upon expiration of three months or upon certi­
fication and appointment from an eligible list, whichever occurs first. 
Successive provisional appointments to the same position sha.lLnot be al­
lowed for a total period of more than three months and no person shall 
serve more than three months on a provisional appointment in any calendar 
yee.r, except as otherwise provided by Minnesota Statutes. Section 43.11. 
A provisional appointment may be ma.de pending oertification and appoint­
ment from a promotional list as well as from an open competitive list. 

Where the work carried on under a provisional appointment is on other 
tha.n a continuing full-time basis, the length of the appointment shall be 
limited to the number of hours which is equivalent to a three months' ap­
pointment on the basis of the work schedule for the organization unit and 
the type of employment concerned. 

The appointing authority, in nominating a person for provisional ap­
pointment, shall transmit to the director a statement or qualifications 
of _the nOl!linee, in such form as the director shall prescribe. 

No seniority shall be gained as a result of a provisional appointment 
eY-cept for the continuance of seniority in a lower class upon provisional 
promotion to a higher class pending certification and appointment from a 
promotional list. 

8 .s Exceptional Appointment 

. Exceptional appointments authorized by Minneso~ Statutes, Section 
4g .20 ( 3), and r-. non.-ean.peti ti ve promotional examinations authorized by 
Minnesota statutes, Section 43.19 (2)_ recom..~ended by the director and 
approved by the board shall be reported in th, annual report of the 
department. 

The director shall require such·tests or other evidence of qualifica­
tion as he deems necessary and each such appointment shall be subject to 
a six month probationary period. I 
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8 .9 Trainee Appointments 

Appointment of students or other suitable persons to serve as internee 
or apprentices shall be subject to approval by the director. Such appoint­
ment ma.y be non-competitive and shall not exceed one year in duration. 
The appointee shall be subject to removal at any time without specifi­
cation or cause, and shall acquire no oivil service status by virtue of 
such appointment. Each appointment under this provision of' the rules shall 
be reported to the board. (Refer to :Minnesota Statutes, Section 43.32.) 

8.10 Transfers 

a. An employee may be transferred to a position in the same class in a 
different department, agency or organization unit with the approval 
of the director and the appointing authorities concerned. Transf.ers 
or an employee ma.y be made from a_position in one class to a position 
in·another class only if it is determined by the director that the· 
employee to be transferred possesses satisfactory qualifications and 
if the director is satisfied that such transfer is in the best interests 
of' the service. The director may require written examination or other 
evidence for.the purpose of determining qualification f'or transfer. 

b. No transfer imposed as a penalty or otherwise, to the prejudiee of 
any employee and without his voluntary- consent, shall be approved 
unless the direotor is satisfied that such aotion is necessary in the 
best interest of the state service. 

c. Seniority shall be transferred in all eases of transfer within the 
same department or in cases of transfer under rule 8.10 f but shall 
not be transferred in other ca.sea· .of inter-departm.enta.l transfer o 

d. A transferred • probationary or permanent employee ma.y be required to 
serve a full six month probationary period beginning on the date of' 
transfer at the joint request of the two appointing authorities con­
cerned. Notice of this requirement shall be filed in writing with 
the director and a copy of the notice shall be given the amployee 
prior to completion of the transfer. In the absence of' such notice~ 
tre.nsfer of a probationary employee shall not af'feot the ru.nning or· 
the probationary period and transfer of a.permanent employee shall 
be with such status and not subject to a probationary. period. , 'When·-
a probationary period is required in the case of' transfer of a per­
ma.nent employee, such employee shall have a 30 calendar day trial 
period. in his new position before he may be dismissed, except for just 
cause, demoted, or transferred without his oonsent. • Upon dismissal 
during the probationary period for cause other than misconduct or 
delinquency on his part·during the -probationary period and a:rter the 
30 calendar day trial period he shall be reetored to the position he 
held prior to transfer. 

The boa.rd may enter into arrangements with personnel agencies i~ -,, 
other ju.risdiotions for the purpose of effecting transfer of employees. 
Such transferred employees shall be granted all the privileges of 
other employees in the classified service and shall be required to 
serve a six month probationary period. 
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r. The commissioner of administration, with the approval of the governor 
and the ·director of civil service, may transfer employees from one 
department or agency to another subject to the provisions of Minne­
sota Statutes, Section 16.13. 

8.11 Demotions 

Demotions shall be subject to the provisions or rule 10.5. 

8.12 Labor Service 

Certification and appointment to positions in the labor service shall 
be in accordance with the provisions of rule 3.3. 

8.13 Unclassified Service 

Appointments in the unclassified service shall be made in accordance 
with rule 3.1. 

I 
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9e-l Objective 

RULE 9 

PROBATIONARY PERIOD 
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The probationary period shall be regarded as an integral part of the 
examination process and shall be utilized for closely observing the em­
ploy-tle's work, for securing the most effective adjustment of a new em­
ployee to his position, and for rejecting any employee whose perfor:re.anoe 
does not meet the required work standards. 

9.2 Duration of Probationary Period 

Al~ origiua.l ana all promotional appointments shall-be tentative and' 
subject to a probationary period or six months of a.etual service. 
Any interruption of service during the probationary period shall not be 
oounted as & part of the six months' total service. 

An employee who is promoted prior to the completion of his proba­
tionary period shall complete his probationary period in the lower posi­
tion by service in the higher position and the appointing authority shall 
certify him for permanent status in the lower position at the end of the 
s.ix months period following his original appointment to that position i!' 
the employee is to be continued in the state service. 

When a probationary employee is granted a leave of absenoe to accept 
a position in the unolassified service, the unfulfilled portion of the 
probationary period in the classified serviee may be completed by service 
in the unclassified service position, subject to a positive recommendation 
of the appointing authority and approval of the director provided that the 
work in the unclassified position is within the same general occupational 
field and is at least equivalent in difficulty a.nd responsibility to the 
work of the position in the olassified service. 

Former employees appointed from eligible lists other than the lay­
off list shall be subject to the probationary period beginning the date 
of new appointment. 

Employees transferred.from the j-urisdietion of one appointing authority 
to that of .another appointing authority may be subject to a probationary 
period as provided in rule a.10. 

Time served on emergency, provisional or·temporary employment sha.11 
not be counted as part of t~e probationary period. 

9.3 Probationary Service Ratings 

At any time during the probationary period and in such manner as 
J 

the director may prescribe. the appointing authority shall report in 
writing his judgment of the qualities of the employee's work performance 
to the director. 
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9 .4 Demotions During the Probationary Per.iod 

• De~otion of a probationary employee shall be subject to the provisions 
of rule 10.6. 

The probationary period of an employee demoted during or at the end 
of his probationary period shall include the period of probationary ser­
vice in the higher class. 

9.5 Dismissal During the ProbatiorAry Period 

Dismissal or a probationary employee shall be subject to the provisions 
of rule 10.s. 

9.6 Permanent Appointment 

Upon written notice submitted within a fifteen calendar day period im­
mediately preceding the expiration of the probationary period oy.the ap• 
pointing authority to the director that the services of the probationer 
have been satisfactory e.nd that the employee is therefore given a permanent 
appointment to his position, such employee shall be granted permanent 
civil service status provided that .the .. ser.v:ice .reco?:d filed with the direc­
tor shows that the quality of servioe performed by the employee was satis­
factory. A eopy of such notice shall be given the employee by the appoint­
ing authority. In the absence of such grant of permanent status, the em• 
ployee shall receive no further pay after the expiration of his probationary 
period. 

Suooessive Dismissals During Probationary Period 

Dismissal of more than two persons appointed successively to a single 
vacancy within a period of three months shall be deel!led to require suoh 
explanation of these and all succeeding dismissals within such a period 
as will satisfy the direotor of the reasonableness of further certifica­
tion from an eligible list or for issuance 9f a provisional permit to fill 
the vacancy. 

/ 



10.1 Retirement 

RULE 10 

SEPARATION AND DEMOTION 

( 
I 
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Except as·otherwise provided in these rules, employees in the classi­
fied servioe shall be retired when they attain the age of 70 years. · Any 
employee who attains the age of 70 years may·be retained in the classified 
sertice upon written application and certification of the appointing 
authority that such action is in the best interest of the state and the· 
director. in his discretion. may authorize deferral of the retirement of 
the employee. _Any employee retained in the state service beyond the age 
of 70 years shall be required to submit a satisfactory report of medioal 
examination by a physician, approved or designated by the director, which 
shows-the employee to be physically and mentally able to perform the 
duties of his position. No initial deferral of retirement shall be for 
a period in excess of one year but deferrals may be continued on a year 
to year basis subject to the same conditions governing the grant of an 
initial,deferral of retirement. 

Upon prior written notice to the employee, either the appointing 
authority or the director may cancel a deferral of re·tirement at ·any time. 

For the purpose of this rule the age of any employee shall be the 
age attained on his le.st birthday and shall be subject to verification. 

10.2 Re~ignation 

• An employ~e may resign from the service by presenting his resignation 
in writing to the appointing authority. To resign in good standing an 
employee must give the appointing authority at least 7 calendar days' 
prior notice. A copy of such resignation shall be supplied by the ap­
pointing authority to the director. The director may make such investi­
gation as he deems to be warranted for the purpose of verifying the facts 
as to the reasons for each resignation. Upon approval of the appoint-
ing authority an employee may withdraw his resignation at any time not 
later than ten days after the effective date of the resignation. 

No form of resignation filed without date or with a future date. 
and that is not intended to be a bona fide and voluntary resignation to 
be act~d upon at the . time of filing. shall be accepted by the director 
as a resignation. Each separation under such ciroumstances shall be 
deemed a dismissal and the provisions of the act and these rules relating 
·to dismissals shall apply. Any demand or request of an appoin~ing of-
ficer for the filing· of any such form of resignation for possible futur~ 
action at the option of such appointing offioer·shall be deemed to con­
stitute prima facie evidence of coercion in contravention of the purposes 
of the aot and these rules. / 

"Any officer or employee in the state classified service shall re­
s ign_from the service upon filing as a candidate for public office·.-. 
(Minnesota statutes, Section 43.28) 

For reinstatement after resignation see rule 11.3. 
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10.3 Suspension 

An appointing authority may suspend an employee without pay for dis­
ciplinary reasons or other cause. 

If the suspension is for a period or periods exceeding 30 calendar 
days in any 12 month period the reasons therefor shall be furnished the 
employee end the director in writing prior to the effective date of the 
suspension and the permanent employee oonoerned may demand a hearing 0 

If the period or periods of suspension in any 12 month period do not ex­
ceed a total of 30 calendar days, prompt notice of the suspension shall 
be given in writing to the director e.nd every effort shall be made by 
the appointing authority to notify the employee but in such ease the em­
ployee shall not be eligible to a hes.ring. 

No seniority shall be acquired during the period of suspension. 

10.4 Layoff 

A:n appointing authority may lay off an employee in the classified 
service by reason of abolition of position, shortage of work or funds or 
other reasons outside the employee's control which do not reflect dis­
credit on the services of the employee. 

The duties formerly performed by laid off employees may be assigned 
to other permanent civil service employees who, in the opinion of the 
director, hold positions in appropriate classes. 

a. Order of Layoff 

layoff of probationary or permanent employees shall be made in 
invers.e order of seniority in the class of work in the agency or 
·other organization unit involved. No probationary or permanent em­
ployee shall be laid·off from any position while any provisional or 
temporary appointee is continued in a position of the same olass in 
the agency or other organization unit involved. 

Where it is determined that two or more persons in the class and 
organization unit in which layoff is to be made have equal seniority,. 
the order of layoff in such tie eases shall be in inverse order of 
the date of a.oquisition of permanent civil servfee status. 

Where the determination of seniority as provided above does not 
establish definite seniority differentials, the order of layoff shall 
be determined by the average of the last two service ratings, if 
there a.re two, or the last such.rating, if there is only one, the 
employee ~th the lowest such average or the lowest such rating being 
laid off first. If no service re.tings are available, the order of 
layoff shall be determined by the appointing authority in such J1, 
manner as to conserve to the state the services of those employees 
deemed most valuable. 



b. Organization Units 
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An appointing authority may propose subdivision of his agency 
into organization units for purposes of employment or layoff by sub­
mitting to the director a written plan for such subdivision together 
with the reasons therefor. The director shall consider such proposal 
and the needs of the state service and may establish organization 
units within the agency. Such organization units may be established 

," on the basis of geographic area, function or class of employment and 
may be different for different classes of employment. 

The director shall notify the appointing authority of establish­
ment of organization units and such units shall thereafter be used 
for employment or layoff. 

The appointing authority shall post a copy of such notice or 
shall distribute copies to notify affected employees of the estab­
lishment of such units. 

The director may cancel established organization uni ts upon 
notice to the appointing authority at any time he deems such action 
to be in the best interest of the state service. 

c. Seniority 

Seniority for purposes of reemployment or layoff 'shall be the 
length of service in a specific class in a specific agency except 
as otherwise provided in rules 8.10 (o), 10.3, 10.5, 11~1 and 11.4 
and shall be determined as follows, 

Seniority of inoumbent employees on June 30, 1940 shall repre­
sent the actual total time worked in the agency for which payment 
was made to and including said date and shall be in the class of 
employment to which the incumbent employee's position is allocated 
as of June 30, 1940. Thereafter, such seniority shall be increased 
eaoh calendar day without interruption exoept upon termination, 
interruption of aervices in the agency for any reason except leave 
of absence or layoff of &permanent or probationary employee, or upon 
expiration of eligibility for reemployment from the layoff' list. 

Seniority of persons appointed or promoted a.f'ter June 30, 1940 
sh~ll.begin on the date of appointment in the class of position in 
the agency. Thereafter seniority shall be increased each calendar 
day without interruption except as provided above. 

d. Liinited Interruptions of Employment 

Any interruption of employment, not in excess of fifteen oa~endar 
days, beoe.use of adverse weather conditions, shortage of materials 
or equipment or for other unexpected or unusual reasons, shall not 
be considered a layoff. 
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e. Layoff Notice 

"In every case of layoff of a penr..a.nent officer or employee, the 
appoin!;ing,authority shall, at least fifteen days before the date 
thereof, give written notice to the employee and the director of 
civil service and may certify to the director the reasons therefor. 
In a~y case where an appointing authority refuses·to certify, or 
fails to certify before the effective date thereof, that the layoff 
was for reasons not reflecting discredit on the employee, it shall 
be deemed a dismissal e.nd shall be subject to the provisions concern­
ing dismissal· as provided in this chapter o" Minnesota Statutes, 
Seotion 43.23, Subdivision 2. 

In every case of layoff of a probationary employee, the appoint­
ing authority shall give l'lritten notice to.the director and the em• 
ployee. Such notioe shall not be subject to the 15 day requirement 
applicable to employees who have perm.anent civil service status. 

In the case of seasonal, project, intermittent, part-time, or 
other ocoasional employment of employees with civil service status, 
the appointing authority may indicate to the employee and the direc­
tor at the time of appointment the approximate date or termination 
of employment, and such notice shall be considered to meet the re­
quirements of Minnesota Statutes, Section 43.23, Subdivision 2. 

f. Names of La.id Ott Employees to be Placed on Eligible Lists 

The names of permanent or probationary employees laid off or de­
moted in lieu of layoff shall be placed in order of seniority on the 

• layoff list for the class and agency or other organization unit .from 
which the layoff took place. Any such employee may have his name 

·placed also on the reemployment list by submitting such request in 
writing to the director in accordance with rule 7.4. 

Demotion 

An appointing authority may demote an employee for 1nef'ficient per­
forma.n~e or his duties, for disciplinary reasons, or for other just causes. 

The appointing authority shall furnish a perm.anent employee with a 
written statement of the reasons for demotion and -shall f'ile a copy of 
the statement with the director of civil service prior ~o the effective 
date of action. The permanent· employee upon written request may demand 
a hearing before the boa.rd in aooordanoe with the provisions of rule 12.1 (o). 
{Refer to Minnesota Statutes, Section 43.24) _ 

At e..ny· time du.ring the proba.t;onary ·period· that an apppinting authority 
detennines that the em.ployeeta performance does not meet work standards, 
he may demote the employee• except that no employee serving a probs.t1.onary 
period following his transfer or·promotion shall be demoted exoept for 
just cause or with his consent during the first thirty calendar days of' 
the probationary period. (Refer to Minnesota. Statutes, Section 43.21) 
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An appointing authority, with the consent of the affected employee, 
may demote a permanent or probationary employee in lieu of layoff. Such 
action shall not entitle the employee to a hearing in the demotion, but 
his name shall be placed on the layoff list and upon written request may 
be placed on the reemployment list for the class from which he was de­
moted. No employee so demoted shall displace a. permanent or probationary 
employee except in order of seniority as determined under rule 10.4 (c). 

~ Seniority of an employee in the class to which he is demoted shall be 
limited to service in the agency and shall consist of the combined total 
of his prior seniority in the class to which demotion occurs, in all 
higher classes, and in all other classes w~ich the director determines 
to be sufficiently similar to the class to which demotion occurs. 

A!J,.y permanent or probationary employee about to be laid off because 
of reinstatement of an employee from military leave or appointment under 
rule 6.13, shall be demoted to displace any employee with less seniority 
in any lower class in which he previously served unless he elects to be 
laid offo In either event the name of such employee shall be placed on 
an appropriate layoff list and upon his written application may be placed 
on en appropriate reemployment list. 

10.6 Dismissal 

Employees who do not have permanent status may be dismissed at any~··­
time at the discretion of the appointing authority except those serving 
the first 30 calendar daye of a probationary period following a transfer 
as provided in rule a.10 d. 

No employee who has permanent civil service status shall be dis­
missed from his position except for just oause. The employee and the 
direotor before suoh action is taken shall be furnished with a statement 
in writing setting forth the reasons for the dismissal. Any such em­
ployee who is dismissed may demand a hearing before the civil service 
board in the manner prescribed by rule 12.1 and rule 12.2. (Refer to 
Minnesota ·Statutes, Section 43.24.) 

"Any employee who wilfully practiced, or attempted to practice, any 
deception or fraud in his application, in his certificate, in his ex­
andna.tion, or in securing his eligibility or appointment, sha.11, upon 
discovery e.nd proof thereof, be removed and discharged. Charges alleging 
such deception or fraud may be initiated by the .head of the department 
in which the employee is working at the time, or by the director of civil 
service, in conformity with the provisions of this section relating to 
notice of discharge and hearing before the civil service board." Minne­
sota Statutes, Section 43.24. 

I 



RULE 11 

REIMSTATEME1"T 

11.1 Reinstatement by Order of Civil Servioe Board 
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Upon reinstatement of an employee by order or the board, the em• 
ployee who has replaced the employee ordered reinstated shall be removed 
from the position he occupies with due regard for his rights to other 
employment in state service. 

Except as otherwise provided in the Order of the Boa.rd the status 
and seniority of an employee so ·reinstated shall be the same as if the 
action resulting in the Boa.rd Order had never occurred. 

11.2 Reinstatement f'rom Leave of Abaenoe 

Except as otherwise provided by law, a perm.anent or probationary 
employee granted a leave of absence must be returned to his employment 
at the expiration of his leave unless the position he occupied has been 
abolished and no person with less seniority or status is employed in the 
same class in the same agenoy or organization unit at the date of expira­
tion of the leave. Subject to the same exception, such employee may be 
returned to his employment at any time prior to the expiration of his leave 
by the action of the appointing authority in filing -written notice of such 
aotionwith the director of civil service. 

The name of a permanent or probationary employee who is laid off 
prior to the expiration of his .leave because of abolition of his posi­
tion as above provided shall be placed on the appropriate eligible lists 
as provided in rule 10.4 (r). • . 

A permanent or probationary 9ployee who is denied reinstatement by 
his appointing authority prior to the expiration of his leave shall have 
his D&.me placed on the appropriate eligible list as provided in rule 10.4 (t) 
for laid off employees. Such action shall not affect the right of the em-_ 
ployee to return to anployment at the ~xpiration of his le~ve or absence 
as above provided unless he shall ·have been appointed from either auch 
list prior -to the date of expiration of his leave ~f absence. 

11.3 Reinstatement ..lrter Resignation or Expiration or Leave of Absenoe 

Upon written approval of the ··director an appointing ·authority- lll&.Y' re• 
instate a form.er probationary or ·permanent employee to a position iu his 
former class within one year of the date of resignation or expiration of 
leave of absence. Seniority upon reihstatement shall be calculated as pro• 
vided in rule 11.4 (b). No such former employee shall be reinstated directly 
as provided in this __ rule if' a layoff list exists for the class and 

1
agency 

or organization unit but such former employee may make application to 
have his name plaoed on the reemployment list as provided by rule 7.4. 
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llo4 Restoration_of Seniority 

e.. An employee who has been employed continuously by the state and 1'ho 
voluntarily left employment in one agency to enter employment in 
another agency sha.ll have the seniority at the t~--n.e or termination 
of services in the first agency reinstated upon hie reemployment in • , 
that agencyo 

b. Seniority of a former employee who is reinstated or appointed from a 
, re-emplo~ent list shall begin on the date or re-employment in the 

state service; provided that in event re-employment is in the agency 
from which the termination of services was effected. the seniority 
at the time of termination shall be restored upon the written request 
of the appointing authority. 

; 
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RULE 12 

APPEALS, INVESTIGATIONS AND HEARINGS 

12.l Appeals 

a. Appeals from Examination Ratings 

Any competitor may appeal to the director for reconsideration of 
his rating in any examination, within thirty calendar days after the 
date of mailing to him or notice of his ratings, by written request 
to the director for review of such ra.tingso The director shall grant 
such review in the event tha.t reasons satisfactory to him are pre­
sented therefor, and may change the ratings of the competitor if, 
upon such review, it is determined that an error wa.e made in the 
original rating. If such review shall disclose errors affecting the 
ratings of other competitors, then the review may be extended to the 
re.tings of suoh other competitors. No change made in the re.tings 
of any competitor shall invalidate or in any way affect any appoint­
:rnent already made as a result of any original rating which may have 
been changed pursuant to this rule. 

b. Appeal f'ran Reallocation of Positions 

Any permanent employee whose position is reallocated, upon written 
request ms.de within thirty calendar days of the date of notice of re­
allocation of the position, shall be entitled to appeal the action to 
the boa.rd. 

Ea.oh appeal submitted under this rule shall include a statement 
.of the basis for the appeal and.a.ny exhibits or written material set­
ting forth all facts, additional to those constituting a p~rt of the 
civil service files and records, which the employee desires to ha.ve 
considered by the boa.rd. Any hearing held by the boa.rd on the appeal 
shall be subject to the provisions of rule 12.2. 

c. Appeals from Dismissal, Reduction in Pay, Dem.otiont or Suspension 

"Any permanent employee :who is removed, discharged, reduced in pay. 
or suspended without pay for more than thirty days may appeal to the 
civil service board within thirty calendar days after such action is 
taken. Upon such appeal, both the appealing employee and the appoint­
ing authority whose action is reviewed shall have the ~ight to be 
heard publicly and to present evidence." Minnesota Statutes Sec-
tion 43.24, Subdivision 2a 

d. Other Appeals and Investigations 
I 

The director shall receive and consider any protests and any mat­
ter oonoerned with the administration of the act and these rules. On 
the basis of such protests or on his own initiative, he shs.11 make 
such investigation as he deems desirable concerning all matters touch­
ing the enforcement and effect of the provisions of the act and these 
rules and regulations established thereunder. 
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The civil service board shall receive and consider any protest by 
a.n employee or appointing authority in any matter concerned with the 
administration of the act and these rules, and a:f'ter such investiga­
tion and hearing or either ot them as the board may deem desirable 
in any case, shall indicate to the director suoh remedial action as 
it may deem warranted. 

e. ·Subpoena and Witness Fees 

, Subpoenas shall be issued and enforced and witness fees shall 
be paid only in accord.a.nee with the provisions or Minnesota Statutes, 
Section 43.07. 

12 .2 Hearings 

All hearings held under the provisions or the civil service a.et and 
rules· shall be publio and shall not be subject to the technical rules of 
evidence. The board sha.11 determine the time and p~ace or hearing. 

In hearing·s held under the provisions of Minnesota Statutes., ·Sec­
tion 43~24, Subdivision 1, at the request of the employee against whom 
disciplinary action has been taken, the burden of proving the reasonable­
ness thereof shall be upon the appointing authority initiating such dis•_ 
ciplina.ry action. In all other hearings the burden or proof shall be 
upon the party requesting the hearing. 

"Ir the board finds that the action complained of was taken by the 
appointing authority for any political, racial or religious reason, the 
employee shall be reinstated to his position without loss of pe.y. ln 
all other oases, the findings and recommendations of the board shall be 
fin.al. If such final decision is in favor of the employee, the appoint­
ing authority sh.all reinstate h1m and approve the payment of any salary 
or wages lost by him. When any permanent employee is dismissed and not 
reinstated after appeal, the board may direct that his name be placed 
on an appropriate re-employment list, whieh direction shall be enforced 
by the director ... Minnesota Statutes, Section 43.24, Subdivision 267' 

Provisional, emergenoy and temporary employees may be dismissed at 
~cy time and shall not be entitled to hearing upon dism.issalo (Refer to 
Minnesota Statutes, Section 43.24, Subdivision 3.) 

i 
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RULE 15 

HOURS OF WORK AND LFAVES OF ABSENCE 

13.l Hours of Work 

Eight hours of work shall constitute a normal work day and forty hours 
a minim.um work week. Whenever necessary, informational and other essen­
tial services shs.11 be rendered on Saturday morning and overtime so worked 
shall be compensated for by time off or cash paymento When e.n appointing 
authority determines that operating oonditions make such.action necessary, 
he may establish a work week in excess of forty hours but not in excess of 
48 hours by filing an alternative schedule of hours and a statement of 
the reasons for such action with the director. Vihen such action is ta.ken 
by the appointing authority, the work-week of all affected employees sh.all 
be as specified in the alternative schedule. 

The director and the eonnnissioner of administration shall prescribe 
by joint regulation the actual hours of employment for_ any or all em­
ployees in the state service whenever such action in their opinion is in 
the best interests 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 be final. 

13 ~2 Overtime 

Each appointing a.uthori ty requiring or permitt·ing work beyond the 
established work schedule shall prepare written regulations governing 
sueh overtime which shall include the followings 

a. Conditions under which cash payment for overtime is authorized. 
Rates for oash payment shall be in accord with rule 5.5. 

b. Conditions under which compensatory time off may be accrued, 
used or cancelled including the policies to be followed at time 
an Employee is separated :from service. 

c. Conditions under which neither compensatory time off nor over­
time payment in cash will be a1lowed. 

Such regulations governing ov~rtime shall be. eff.active when approved· 
by the ocmmissioner of administration and the direotor and sh.all remain 
in effect until cancelled in writing by the appointing authority, the 
director, or the commissioner of administration-. 

The appointing authority sha.11 post or distribute copies of regula­
tions so approved in order to inform affected employees. 

/ No compensatory time off or cash payment tor overtime work ordered 
by the appointing authority or voluntarily pertonned by the employee 
shall be allowed unless regulations are effective as above provided. 
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13 ,,3 Holidays 

The following and any other days designated by the governor or under 
his authority a.re holidays, and compensatory time off shall be allowed 
for work done on these days except where payment is allowed under rule 13.2. 

New Year's 
Lincoln's Birthday 
Washington's Birthday 
Good Friday 
Decoration Day 
Independence Day 

Labor Day 
Christopher Columbus Day 

~ Armistioe Day 
Thanksgiving Day 
Christmas 

."When a holiday falls on Sunday, the following Monday shall be a non­
work day. 

When a holiday falls on the regularly assigned day off for an employee 
regularly working a six-day 48-hour week, such employee shall be oompen­
sated by another day off or by cash payment in accordance with the over­
time provisions ·or rule 13.2. 

An appointing authority, upon written notice to the director and the 
commissioner of administration~ may designate not to exceed two ha.lf days 
or one full day per year for group recreational activities, and any of 
his employees participating in such a~tivity shall be deemed to have been 
granted a leave of absence with pay for the specified period. Non­
participating employe~s shall not be entitled to the leave with pay ex­
cept that an employee required to work during the designated period to 
supply essential services shall be entitled to time off or oe.sh payment 
for the time worked. 

13o4 Absence Without Leave 

Any absence of an employee from duty. that is not authorized by a 
specific grant of leave of absence under the provisions of these rules 
-or taken as earned vacation leaTe about to expire, shall be deemed to 
be an absence without leave. Any such absence shs.11 be without pay a.nd 
may be ma.de grounds for disciplinary action. In the absence of such dis­
ciplinary actio~ a.ny employee who absents himself for three consecutive 
days without leave shall be deemed to have resigned, but such absence 
may be covered by a subsequent grant of leave without pay in acoordance 
with rul~ 13.14. 

13.5 Absence Because of Illness or Injury for which Compensation is Paid by 
the State 

Any employ-ee so absent shall be entitled to immediate return to actual 
employment in order of seniority upon appropriate release from compensation. 

Subject to the provisions of the rules governing use of vaoatio'n and 
sick leave, an employee may elect to use his aocmnulated vacation and sick 
leave, or both, during a period of absence due to compensable illness or 
injury provided suoh leave shall not be granted for any period during 
which compensation benefits a.re paid by the. state• 
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13.6 General Regulations Governing Leayes of Absence With Pay 

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

Absences of less than five working days shall be charged at the rate 
'of one day for each working day.absent. Absences of five days or more 

shall be charged at the rate or· five working days per calendar week. De­
ductions shall not be made from leave accumulations for holidays, non-. 
work days or non-work part days occurring at the beginning, during, or 
at the end of a period of leave with pay if' the employee returns to work 
on the first day thereafter or is granted additional leave without pay. 

Accrual of vacation leave and sick leave during the period of leave 
of absence -with pay shall occur only if the employee returns to his em­
ployment on the first working day following the expiration of such leave 
with pay or ls granted additional leave without pay. 

Appointing authorities shall maintain records of vacation and sick 
leave and overtime accrued and used by each of their employees. Such 
records shall'be maintained in the form and manner prescribed by the 
director and shall be subject to audit by the civil service department. 
In case of dispute of the accuracy of the records the decision of the 
director shall be final. 

13.7 Vacation Leave 

Each employee in the classified service, except as otherwise provided 
in rule 5.3, shall earn vacation with pay at the rate of one working day 
for each full month or·service during the first five years of continuous 
employment by the nate and at the rate of one and one-fourth days for 
each full month of service thereafter,. Service shall begin on the date 
of· state· employment and time on layoff, suspension or leave without pay,. 
except as otherwise provided,by law or these rules, shall not be counted 
in determining the date of completion of a full month's or five years of 
continuous service. Appointing authorities may determine the time and 
establish schedules governing the use of vacation leave. No vacation 
leave shall be granted during the first six months o~ service, but upon 

- satisfactory completion of such period, vacation leave shall accrue to 
the employee for the'time served. Unused 'V8.oation leave may be accumu­
lated to a total of 24 working days provided, however, that an etnployee 
who is about to lose a day of vacation leave because of the limitation 
of aecrual imposed by this rule, upon advance notice to the appointing 
authority, may ·within the 30 calendar days following absent himself with 
or without the consent of his appointing authority to prevent the loss 
of such day, and action so taken by the employee shall not constitute 
a basis for disciplinary action or loss of pay. 

An employee on military leave as provided in rulti 13.11 shall/not be 
limited to 24 days accrual of vaeatio~ leave. He may immediately upon 
his reinstatement from military leave take all vacation leave in excess 
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of 24 days Vvi. th or without, the consent of h,is appointing·- authority. In 
the alternative, he may elect to be credited with the vacation leave in 
excess of 24 days, but such leave shall be ta.ken at a time determined by 
the appointing authority within two years of the date of reinstatement. 

l 

Any employee 'Who is separated from the state service by layoff, resig-
nation, death or otherwise and any employee who is transferred or who ac­
cepts employment under the jurisdiction of a new appointing authority or 
in the unclassified service of the state shall 'te pa.id for the number of 
W9rking days of unused vacation leave accumulated to his credit. 

" • 
13.8 Siok Leave 

Sick leave shall be earned by ea.eh employee in the classi~ied service, 
except as otherwise provided in rule 5.3, at the· rate of one workiilg day 
for each full month of service. Service shall begin on the date of state 
employment and time on layoff, suspension or leave without pay, except as 
otherwise provided by law or these rules, shall not be counted in deter­
mining the date of completion of a full month of service. Unused sick 
leave may be accumulated to a total of one hundred working days. Vfuen the 
maximum limitation has been accumulated, employees may use one half day a 
month of the sick leave that would have been earned as additional vacation. 
The other one-half day shall l~pse, but shall be recorded by the appointing 
authority. Any employee who has suoh lapsed sick leave recorded to his 
credit may apply to a committee composed of the governor, the commissioner 
of administration, and the director to have the lapsed sick leave restQre_d 
in the event of an extended illness. The committee in its discretion may 
authorize use of all or any part or· the lapsed sick leave after thorough 
investigation including complete medical reports of the illness requiring 
the continued ab~ence of the employee. 

Employees may utilize their allowances of sick leave on the basis of 
application therefor approved by their respective appointing authorities 
and reported to the director, for absences necessitated by inability to 
perform the duties of their positions by reason of illness or injury. 
by nece.ssity for acute medical or dental care, by exposure to contagious 
disease under circumstances in which the health of the employee~ with 
whom associated or members of the public necessarily dealt with would 
be endangered by attendance on duty, or by illness or death in the im­
mediate families of the employees for suoh periods as the attendance 
of the employees shall be necessary. !mmediate family as used in this 
rule shall mean the spouse and the parents of the spouse and the pa. rents, 
guardµin, children, brothers~ sisters or wards of the employee. Either 
the appointing authority or the dire ctDr;,may require such medical exami­
nation or • certificate as he deems necessary ·before approving the utili­
zation of sick leave. Accumulations of sick leave may ·be computed from 
January 1, 1938, where departmental practice or prooedure granted siok 
leave rights or privileges prior to April 10, 1940. No accumulations 
prior to April 10, 1940, shall be recognized in other instances •·=l 

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

A former state employee who is reappointed within three yea.rs of his .· 
separation from the service under the provisions of the act and these rules 
except as a provisional or emergency appointee, may have his previously 
accumulated a.nd unused balance of sick leave revived and placed to his 
credit upon approval of the new appointin~ authority. 

An employee who is transferred to the jurisdiction of another ap­
poL~ting authority or who accepts employment under the jurisdiction of a 
new appointing authority without interruption of his services to the 
state shall be entitled to credit in his new employment for the accumu­
lated unused siok leave earned in his former employment. Accumulated sick 
leave unused at the-time of grant of leave or absence to an employee to 
accept employment in the unclassified servioe shall be restored at the 
time of reinstatement of the employee to his classified service position. 

13.9 Military Leave of Absence With.Pay 

Employees in the classified servioe shall be entitled to leave of 
absenoe with pay for service in the armed forces of the United States or 
the State of Minnesota as now or hereafter authorized by law. During 
such leave, employees shall aocrue sick a.nd annual leave and seniority 
as though actually employed except as otherwise provided by law. 

13.10 Other Leaves of Absence With Pay 

Upon approval by his appointing authority, any employee holding a 
position in the classified service shall be granted a leave of absence 
wit~ pay for: 

Service upon a jury. 

Appeara®e before a court, legislative eC1DID.ittee, or other judicial 
or quasi-judicial body as a witness in action involving the federal 
government, State of :Mimesota, or a politioal subdivision thereof in 
response to a subpoena or .other direction lly proper authority. 

Attendance in court in oonnection'with an employee's official dutyo 
Such attendance shall include the time required in going to the court 
and returning to the employee's headquarters. (Any absenee whether volun­
tary or in response to a legal order to appear and testify ·in private 
litigation not as an officer or empl~yee or the state, but as an indi­
vidual, shall be taken as annual leave, as leave of absence without pay, 
or as a deduction from authorized aoeum.ulated overtime.) 

13.11 Milita.rr Leave of Absence Without Pay I 

]lnployeea in the classified service shall be entitled to military 
leave of absence without-pay for service in the armed forces of the 
United States or the State of Minnesota and. to reinstatement at the ex­
piration of such leave as now or hereafter authorised by law. 
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13.12 Leave of Absenoe to Aocept Unclassified Service Appointment 

Upon approval of the director an appointing authority may grant a 
leave of absence without pay to a. permanent or probationary employee in 
the olassified service to permit the employee to accept an appointive 
position in the unclassified servioe. Such leaves may be continued 
during the period of service in the unclassified service position and 
the employee shall be restored to the status and position he held at 
the time of the grant of leave of absence within one year of the·date 
o~ termination of the unclassified service employment upon written ap­
plication to the director of civil service. 

13.13 Siok Leave Without Pay 

Upon application of a probationary or permanent employee. a leave 
of absenoe with.out pay may be granted by an appointing authority for 
the entire period of disability because of sickness or injury. Such 
leave need not be limited to one year but the appointing authority or 
the director, from time to time, may require that the employee submit a 
certificate from the attending physician or from a designated physician. 
In event of a failure or refusal to supply such certificate or if the 
certificate does not clearly show sufficient disability to preclude the 
employee fran the per£ormance of his duties, the appointing authority 
with the approval of the director may cancel such sick leave and re­
quire the employee to report for duty·· on a specified date. 

13 .14 Other Leaves of Absence Without Pay 

Permanent employees may be allowed to be 9,bsent :t'rom duty with.out 
pay for a period not exceeding a total of ·twelve months in any fourteen 
consecutive months on the basis of applications for leave without pay 
approved by their respective appointing authorities and the director 
under the foll~ng conditions, 

Such leave shall be granted only when it will not result in 
undue prejudice to the interests of the state as an employer beyond 
any benefits to be realized. An application for leave of absence 
for travel or study calculated to equip the employee to render more 
e£feotive service to the state may be deemed to involve such com­
pensating benefits to be measured against the loss or prejudice to 
the interests of the state involved in keeping ·open the ppsition 
or rilling it temporarily unti~ the return or the employee. 

No such leave shall be granted-primarily in the interests of 
the employee, except in the case of an employee who is shown by 
his reoord of service ratings or-by other evidence, to be of more 
than average value to the state, 'Whose services it is desirable to 
retain, even at sane sacrifice. - ·The director shall refuse to ap­
prove any proposed leave without pay which in his judgment is 9on­
trary to the best interest of the state. 
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13.15 Cancellation of Leaves of Absence 

All leaves or absence shall be subject to the condition that the ap­
pointing authority may cancel the leave at any ti!ne upon prior written 
notice to the employee and the direotor speoifying a reasonable date 
of termination of the leave. 

The director upon prior notice to the employee and the appointing 
authority may cancel an approved leave of absence at any time he finds 
that the employee is using the leave for purposes other than those 
specified at the time of approval. 

;. 
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RULE 14 

SERVICE RATINGS ilD EMPLOYEE TRAJDIING 

14ol Service Ratings 

Standards ·or performance established as a basis for service ratings 
shall have reference to the quality and quantity of work done, the manner 
in which the service is rendered, the faithfulness of employees to their 
duti~s and such other characteristics as will measure the value of the 
employee to the servioe. The director may investigate the aoouracy of 
reports of ratings and may take action to secure the adjustment of the 
ratings to conform to the facts as ascertained. It shall be his duty to 
provide for uniformity of application of the standards by different rating 
officers. Each employee in the classified service shall be. notified by 
the appointing authority of eaeh service rating at the time of such rat­
ing with a view to his being afforded opportunity for correcting his ob­
vious weaknesses. The reports and records on whioh the ratings of eaoh 
employee a.re based may be inspected by the employee or his duly authorized 
representative, py the appointing authority of aIJ.Y employee, and in the 
discretion of the director, by any other appointing authority who is oon­
sidering a transfer of the employee to his own jurisdiction. Suoh rat­
ings, reports. and records shall not be open to inspection by any other 
persons outside the civil service department. 

14.2 :Employee Training 

The director shall cooperate with appointing authorities, employees. 
and ethers, in fostering and aiding i%l progr~s of' pre-service tre.ining 
for the state ~erviee and i.n•servioe training of employees, to the end 
that the quality of personal services rendered to the state may be raised 
and that employees may be aided to equip them.selves for ad-vanoement in 
the service. 

14.3 Interne and Apprenticeship Training 

Appointing authorities with the approval of the director may estab­
lish interne or apprentioeship training programs. Salaries of such 
internes or apprentices may be set by the appointing authority with 
the approV9.l of the director and the commissioner of ad.ministration. 
(Refer to rule 8.9) 

I 
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RULE 15 

G:EEERAL PROVISIONS 
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•Every officer or employee of the state, and every person making ap­
plication for examination under this chapter aba.ll take and subscribe an 
oath or a.ffirmation. in writing, to the ef'f'ect ·tha.t such person will 
honestly and fa.ithf'ully protect and preserve the property and money of 
the state and will abide by, uphold and defend the Constitution of the 
United States of America and the Constitution of the State of Minnesota 
and, except as provided in these constitutions he will. not take pa.rt in 
any movement to alter or change our form of government.• Miml.esota 
Statutes, Section 43.16. 

Such oath aha.11. be filed by the appointing authority with the director 
prior to payment t·o e.ny such officer or employee. The filing . ..of' such oath 
shall in no way relieve the officer or employee of the responsibility for 
filing any other oath required by statute to be filed with the Secretary 
of State or elsewhere. 

15 .2 Payroll Certifice.tion 

The agency·oertiticate transmitted with a payroll abstract shall con­
stitute notice by the appointing authority to the director that the eer• 
vices for which payment is proposed by the abatra.ct ha.d been performed 
by ea.ch of' the named employees and that funds have been properly allocated 
and encumbered tor this purpose. 

The certificate of the director· shall constitute ·notice to the state 
Auditor. State Treasurer and other tiaca.1 and disbursing officers; ~ha.t 
the payments proposed in such abstract for each employee for wham the 
director's certificate is required by Minnesota Statutes, Section 4S.26, 
are in conformity within the prOTiaions. of tba.t act and th~ civil service 
rules prOTided, however, that wherever the director's certi~ioate carries 
exception to any named person or persans, such named exceptions aha.11 con­
stitute notice to the State Auditor. State Treasurer· and other fiaca.l and 
disbursing otticera that the proposed ._pa.y.ment or payments tor the persona 
Damed do not conform with the requirements ot the act ao long as the ex­
ception continues in: etfeot·. 

Wherever the director's certification of' estimate payroll or aa.lary 
or compensation abstracts is require·d by the provisions of the act and 
the director . refuses • to certify ·-such· estimates or·· accounta, or where the 
director excepts specific items f'rom:·· such· estimates ·or accounts, all af­
fected fiscal and· diabursing· otf'icers-shall be· demned·to be notified·. 
that payment ot excepted items is not in conformity with the proviaicma 
of' the a.ct and that the penalties of :Minnesota. Statutes, Section 4S.,26, 
may be applicable thereto• 1 
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16.5 Reports or Personnel Changes in the Service 

The director shall provide the necessary forms for reports of all 
personnel changes in the aerrlce. Such forms shall provide spaces tor 
the entering or such supporting or otherwise pertinent information as 
the director .shall deem to be needed for the records of the depar'tln.ent. 
Such forms or supplementary instructions to appointing officers shall ex• 
plain which of the changes call for prior approval of the director before 
they l'/18.Y become ~ffecti ve, which of them require report when made, and 
which of them need to be reported sufficiently in a.dva.noe of the end ot 
the payroll period to permit them to be given effect in the checking and 
approva.l of the nert payroll. 

15 .4 Prohibitions Against Political ActiTity and Coercion. and Against Influences 
Other Th.an Merit 

"No discrimination shall be exercised, threatened, or pran.ised, by 
any person in the civil service against, or in favor of, any applicant, 
eligible, or employee in the civil aer-rice because of his political or 
religious opinions or affiliaticm.~•• Minnesota Statutes, Section 43.15. 

"No of~icer or employee holding a position in the cla.ssif'ied service 
of this state shall, directly or indu-ectly, solicit or reoeive, or be 
in any manner concerned in soliciting or receiving, any assistance, 
assessment, or subscription, wh•ther voluntary or involuntary, for ~ -•·­
political purpose or £or any political party or a.ttiliate thereof. Ho 
officer or employee in the cla.saif'ied service shall be a. delegate or _·al• 
terna.te to any political conTention. Bo officer, agent, clerk or employee 
of this state aha.11, directly or indirectly, use ·bis authority or ot-
ficial influence to compel any officer or employee-in the classified 
service to apply for membership in or become a member· of any organiza-
tion, or to pay or promise to pay any assessment, subscription, or con­
tribution, or to take pa.rt in any political activity. Any person who 
rlolatee any provision or this section shall be guilty of a misdemeanor, 
and shall be punished accordingly, a:od. it a:ny otticer or employee in the 
classified service is found guilty or violating any provision or this 
section, he ia autematically separated fran the service. 

•~ officer or employee in the· state cla.asitied service shall resign 
from.the service upon tiling as a oandidate for public office.• Minne-
sota Sta:~utes, Secti~ 43.28. • 

No employee-holding a position: in the cla.saitied service of the 
state shall hold an offiee or official position or retain an office in 
a:ny organization, society or group organized for, or actively partici­
pating in partisan political activities. The penalties attached to acts 
described in Minnesota Statutes. Section 4S.28, shall attach to the ac­
tivity descri~ed above. 
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15.6 Otf'icers and &ployees Shall Can.ply With the Law· 

"All officera and employees of this state'shall conform. to, can.ply 
with, and aid in all proper ways in carrying into effect the provisions 
of this chapter and the rules prescribed hereunder. Any willful violation 
of this chapter by officers, officials or employees of the state shall be 
deemed a misdemeanor, and punished accordingly• Conviction of aame ahall 
render the public office or position held by such person vacant." llim1.e• 
sota Statutes, Section 43.27. 

15.6 Violations and Penalties 

"AJJ.y civil service bQ8.rd member, director or examiner, or any other 
person, 

"(1) who wilfully or corruptly, by him.self or in cooperation wi:th 
one or more persons, defeats, deceives, or obstruct-a any person 
with respect to his rights of examina.tion or application accord­
ing to this chapter, or to any rules or regulations prescribed 
pursuant thereto, or 

• (2). who wilfully or corruptly f·alaely 10.&rks, grades, estimates· or 
reports upon the examination or proper standing of any person 
examined, registered, certified, em.ployed or promoted pursuant 
to the provisions of these sections, or aids· in so doing, or who 
wilfully destroys any examination questions, answers, or records 
thereon of any applicant for civil service within a period ot 
one yee.r a.fter any examination ha.s been completed~ or 

"(3) who wil~lly or corruptly makes or files a.ny false representa-
- tions concerning the person examined, registered, certified, 

a.ppointed, em.ployed or promoted, or 

•(4) who wilfully or· oorruptly furnishes any persan with e:ny special 
• r• ,... or secret information for the purpose of either· improving or 

injuring the prospects or chances of any person so examined, 
registered or certified, being appointed, employed or promoted, 
or· 

"(6) who peraonates 83lY other person, or perm.its or aids in anyma.nner 
any other person to peraona.te him. in connection with any exami­
nation or registration, or application or request to be exsminea 
or registered, or 

"(6) who wilfully or corruptly shall appoint to a position in the 
classified serrloe or dismisses,· suspends, reduces in rank or pay 
any ottioer or em.ployee from any ·position in the classified ·aer­
Tice otherwise than in compliance with, and in ooo.f'ormity to, 
the provisions of this chapter and the rules and regulati'1s of 

• the oiTil service boa.rd _adopted pursuant thereto, or 
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"(7) who wilfully or corruptly refuses or·neglects otherwise to cam• 
ply with, or oontorm. to, the provisions of this chapter and the 
rules and regulations made pursuant thereto, or violates any of 
these provisions, ah.all be deemed guilty of a misdemeanor and 
punished accordingly. 

"A:n.y cac.:tiotion under this section aha.ll render the public office or 
position held-by the persan or persan.s so convicted vacant, and such per­
son shall be ineligible to hold public office for a period of five years 
tram the date of such conviction.• l!innesota Statutes. Section 43.35. 

15.7 Cooperation 'With Other Agencies and Memberahip in Associations 

"The.serrloea and facilities of the state civil service department 
and its staff shall be ava.ila.ble upon request, subject to rules pre­
scribed therefor by the board, to political subdivisions of the state. 
In ma.king such service and facilities available, it aha.11 be understood 
that requirements for the enforosm.ent and administration of the pro­
visions of this chapter shall be giTen precedence and that the political 
subdivisions shall reimburse the state tor the reasonable cost ·of such 
services and taoilities. 

ttThe boa.rd may enter into arrangements with personnel agencies in 
other.jurisdictions tor the purpose of exchanging services and effect• 
ing transfers of employees. The boa.rd may a.lso joins __ or subscribe to 
any association or service haying a.s ita purpose the interchange ot in­
formation relating to the tec1mique of persOil.nel administration.~ Kinne• 
aota Statutes, section 43.31. 

15.8 Determination .or Status 

Status of employees shall be determined initia.lly by the director in 
accordance with the provisions of the civil service aot. When status is 
so determined it shall not be disturbed by the director except upon writ• 
ten notice of such action to the employee and his appointing authority. 
A:JJ.y employee or his appointing authority may appeal to the civil service 
boa.rd tran any action of the director disturbing the status of the em­
ployee. Such appeal shall be filed in the civil service department in 
writing within thirty calendar days of ~he notice by the director. De­
termination by the board after hearing shall be tinal. 

I 
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The following words and terms wherever used in these rules shall have the 
meaning indicated below: 

1. "Act" means the State Civil Service Act and amendments thereto. 

2. "Agencyt• means a department~ division, board, institution, or other 
branch of the state service, in which all positions are under the 
same appointing authority. 

3. "Agency Promotional List" means an eligible list of permanent and 
probationary employees of the agency or duly established organization 
unit established by competitive examination from wh;ch promotions 
are made. 

4. "Allocation" means the original assignment of an individual position 
to an appropriate class on the basis of the kind, difficul~y, and 
responsibility of·the work per~ormed in.the position. 

5. "Appointing Authority" means a person or group of persons empowered 
by the constitution, by statute or by lawfully delegated authority 
to make appointments to positions in the state servioeo 

60 "Board" means the State Civil Service Board. 

7. "Class" means one or more positions sufficiently similar with respect 
to duties and responsibilities that the same descriptive title may 
be used with clarity to designate each position allocated to the 
class, that the same general qualifications are needed for performs.nee 
of the duties of the class, that the same tests of fitness may be used 
to recruit employees, and that the same schedule of pay can be applied 
with equity to all positions in the class under the same or substanti­
ally the same employment conditions. 

s. "Day" means calendar day except where otherwise specified in the specific 
rule. 

9. "Demotion" .means a change by an employee from a position in one olass 
.to a position in another class with less responsible duties and a 
lower salary range. 

10. flDepartment" means the State Civil Service Department. including the 
.Civil Service Board, the Director, and the employees_thereof. 

11. "Director" means the Director of .State Civil Service. 
- . 

12. "Disabled Veteran• means a veteran who is rated or certified as dis­
abled, in accordance with the provisions of Minnesota Statutes, 
Section 43.30. J 

13. "Disabled veterans' preference" means that preference granted to dis-
_abled veterans, widows of disabled veterans, or to the wives ot dis­
abled veterans who are unable to qualify by reason of their disability 
who have been residents of the State of Minnesota for five years im­
mediately preoeding the time of filing for an examination or who en­
listed from the State. 
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"Eligible" means any person whose name is on an eligible list. 

"Eligible List" means a layoff list, an agency or organization unit 
promotional list, a statewide promotional list, a re-employment list, 
or an open competitive list. 

"Layoff List" means a list of former permanent or probationary em­
ployees w:ho have been separated from the service by layoff necessitated 
by lack of work or funds and without delinquency or misconduct on 
their part. 

17. '"Military Leave" means the leave of absence granted by state law to 
employees entering active duty in the armed forces of the State of 
Minnesota or the United States. 

18. "Open Competitive List" means an eligible list establ'ished by open­
oompeti ti ve examination from which original appointments are made. 

19. ttorga.nization Unit" means a geographio, organizational or other unit 
of an agency which is approved by the director as a unit for the 
purposes of employment or layoff or both. • 

20. "Original Appointment" means a regular appoint!D.ent from an open­
competitive list. 

21. "Permanent Employeett means an employee in the classified service who 
has been appointed to a position after successfully oompleting his~-­
probationary period or a veteran in the employment of the state on 
April 22, 1939. 

22. "Positionn means a group of current duties and responsibilities 
assigned.or delegated by competent authority, requiring the full 
time or part time employment of .one person. 

23. "Probationary period" means a working test period during which a new 
employee is required to demonstrate his fitness for the position to 
which he is appointed by actual performance of the duties of the 
position. 

24. "Promotion" means a change of an employee from a position of one 
class to~ position of another class with more responsible duties 
and a higher salary range. 

25. "Re-allocation" means a reassignment, -or change in allocation, of an 
individual position by raising it to a higher class. reducing it to 
a lower class, or moving it to another class at the same level on the 
basis of significant changes in the kind, difficulty, or responsibi­
lity of the work performed in such position. 

26. "Re-employment List" means a list of former permanent or probationary 
employees separated from the·service in good standing whose written 
application for consideration for reemployment·by the state hag been 
approved by the director. 

27. "State-wide Promotional List" means an eligible list of permanent and 
_probationary state employees es~ablished by competitive examination 
from which promotions may be made to state agencies other than the 
one in which .the· eligible is employed. 



-I \\ 

\ 
( 
;,I Page 61 

28. "Transfer" means a change by an employee from one position to another 
position of the same class or of another class in the same salary 
range and usually involving the performance of similar duties and 
requiring essentially the same basic qualifications. 

29. "Veteran" means all persons defined as veterans by Minnesota Statutes, 
Section 43.30. 

30. "Veterans' preference" means that preference granted to veterans by 
Minnesota Statutes, Section 43.30. 

/ 


