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TITLE OF RULE BEING AMENDED: _Administrative Rules and Regulations of
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TITLE OF RULE BEING PROPOSED:
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House of Delegates Chambers
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comments in order to facilitate the review of these comments.

Charleston, WY 25305

The issues tc be heard shall be limited tc the proposed rule.
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EMERG=ZNCY AMENDMENT TO THE ADMINISTRATIVE RULES AND REGULATIONS
OF THE
WEST VIRGINIA CIVIL SERVICE SYSTEM

THE FACTS AND CIRCUMSTANCES CONSTITUTING THz EMERGENCY ARE AS FOLLOWS:

Existing rules are being amended in compliance with legislation passad during the
1889 legislative session as follows: T

House Bill 26585 (WY C(Code, Chapter 23, Article &): generally reorganizing the
Civil Service Svstem as the Division of Personnel; abolishing the Civil Service
Commission and c¢reating the State Perscnnel Board; establishing qualifications,
duties, powers, atc, of the Division, Board and Director of Personnel; allowing
selection of applicants for hire from among the top fen or top 10%.

Senate Bill 2 (WY Code, Chapter 5F, Article 2): establishing the Division of
Personnel as a unit of the Department of Administration; establishing bumping
rights for reductions in force. ' N

House Bi11 2672 (WY Ccde, Chapter 23, Article 4}: allowing governmental employeas
who are injured on the job to be_paid sick leave c¢r Temporary Total Disability
benefits, but not boath.

family Tleave for birth, adoption and/or care 1n case of serious illness .for
immediate family members, '

Senate Bill 251 (WY Code, Chapter 21, Artic?e_SD): allowing employees unpaid
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HEHW OIS BE & 3
DEPARTMENT OF ADMINISTRATION
DIVISION OF PERSONNEL L
MEMORANDUM
TO: Chuck Polan, Secretary

Department of Administration

"~ FROM: Perry P. Dotseon, Acting Director
Division of Personnel

RE: Emergency Amendment to Administrative Rules and Regulations

DATE: November 15, 1889

Pursuant to the provisions of Chapter 5F, Article 2, Section 2 of the West
Virginia Code, the attached amendments to the administirative rules and regulations
of the Division of Personnel are submitted for your consideration. These
amendments reflect statutory changes made in the 1889 legislative session and were
approved by the State Personnel Beoard in their meeting on October 30, 1888.

Your consent tco the proposal of these rules is respectfully reguested.

APPROVED Lt P.Xn—-—'

Chuck Polan, Secretary
Department of Administration
November 15, 1888




WEST VIRGINIA ADMINISTRATIVE REGULATIONS “t 

CINIY SERAICE B/ZTEN
DIVISION CF PERSONNEL ) S

Chapter 29-5-10
Series I
{1987) amended

Subject: Filing of Administrative Rules and Ragulations of the West Virginia
Z7471 L8r¥idé ZyEtéd Division of Personnel

Section 1. General

1.01. Scope-These regulations establish rules for the West Virginia
CidyY BéFdide Iyifém/ Division of Personnel.

1.02, Authority-These regulations are issued under authority of West
Virginia Code, Cnapter 29, Article 6, Section 10.

Page 1




Se¢, 2.01

Section 2. Preambie

Sec. 2.0l. Preamble. The general purpose of the ZIY¥IY Berdidé Byives
Division of Personrel 1s to attract to the sarvice of this State personnel of
the highest ability and integrity by the establishment of a system of
personnel administration based on merit principles and scientific methods
governing the appointment, promotion, transfer, layoff, removal, discipline,
classification, compensation, and welfare of its EiJil 2&rdidé employees,
and other incidents of state employment, All appcintments and promotions to
positions in the classified service shall be made sclely on the basis of
merit and fitness, Ail employment positions not in the classified service,
with the excepticn of the Board of Regents, are included in a classification
plan known as classified-axenpt service,




Sec. 3

Section 3, Definitions

Accruer To increase or accunulate periodically or by increment.
Agency: Any administrative department of state government established

by 1aw or executive ordar.

Allocation: The original assignment of a position to a class by the Di-
rector ¢f Personnel on the basis of the kind, difficulty, and responsinility
of the work performed.

Appeai: The complaint to the Li¥il BEFiicé Commissisp State Personnel
Board to corract or reverse an alleyed injustice done or error commicted.

Appointing Authority: The exacutive or administrative head of a départ
migdr unit of state government who s authorized by statute to appoint
empioyees in the classified or classifised-exempt service. By written
notification te the Director of Personnel, the appointing autnoriiy may
delegate specific powers authorized by these Rules,

Appcintment: The act of hiring an applicant for employment.

Assembied Examination: An examination which, dus to the testing process
used, necassitates that applicants come to a testing location.

Avajlabiiity: The indication, by an eligible, of the employment loca-
tion and conditions under which employment would be accepted.

Carry Forward Days: The maximum number of annual Teave days which can
bDe accredited Tor use as of the first day of January depending on an em-
ployea's years of tenure,

Certification: Tne official Tist of eligibles given to an appointing
authority for f1lling vacancies.

EI4IF ZEreiceg Zysiddly TWR AJEALY reésponsiBlé for LAd £y2iéd oF BEripns
Rl AGRIASLrabisn For Lig CTAzgifidd AAd LT48817 1d/ddenpr Eeryicéd!

Ciass or Class of Positions: One or more positions sufficiently similar
in duzies, training, and responsibilities so that the same titles, the same
gualifications, and the same schedule of compensation and benefits may ne eg-
uitably appiied to each position,

Classificition Action: The actions of aijocation, reallaocation, classi-
fication, and reaciassification.

Classification Plan: The official Tists of classes to which positions
in the classiivied service and classified-exempt service have besn allocated
by the Director of Personnel and the administrative regulations governing the
administration of each plan.
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Sec. 3

Section 3. Definitions {Cont'd)

Class. Specification: The official description of a c]ass_gf_p051r10n
which defines the class praovides exampTes Of work performed, knowledge
skills, and abilitie and the minimum gqualificaticons reguired fur

employment,

Classitied Employse: An emp]oyee whose Job is a?located to a class in
the classified service, T

Classifisd-txempt Service: Those positions which satisfy the defini-
tigns for "ciass” and "classity" but which are not covered under the gidil

Perigé Zf/8¥ed Division of Personnel or by the Board of Regents,

C1a551‘*ed Service: Those positions which satisfy the definiticns for
"class™ and "classity" and wh;ch are covared under tne ZI¥I7 Sériice Zjsted
Division of Personnel. T

Classify: The process of ascertaining, analyzinyg, and evanating the

duties and responsibilities of positions to dete’mtne the number and kind of
ciasses existing in the service.

Commission: "The E74i) B&ryigd _Conniizgigs State Personnel Board as

provided tor in Secticn 7, Article VI, Chapter 23 Of tne Code of West

frginia whose members are appointed by the Governor with the advice and
consent of the Senate, . - "

Compensation Pfan The oFF1c1a1 s;heduTe_of p y_rates, “;ge ranga as-

ministration by tne Ef#i! Eef!iﬁé Division of,Personnel agencies.

Covered Agency: An agency of State government or certain specific pos1-
tiens within an agency either designated by law or executi ve order of the
Governor to be a part of the classified service, T

Covered Employee: A permanent classified employee of Af Adénsy a uni
affilrated with the ZI471 BErdided 3j4iéu Division of Parsonnel.

Day: Unless otherwise specified, the use of "day" means a_calendar dav.

Demotion: A change for cause in the statys of an employse from a posi-
tion T one class to.a position in another class of lower rank as measured by
salary range, minimum qualifications, or duties, cor a reduction in an em-
ployee's pay to a Tower step in Lhe pav range assigned to the cliassification.
The two types of demetions are: a) Disci pI*na”y Demotion - A reduction in pay
or a change in ciassification to a Tower classification due to the inabilisy
of an employee to perform the duties of a classification or for improper con-
duct. b} Demotion Without Prajudice - A change “n classificatieon of an em-
ployee to a lower classification or a reduction of pay due 0 work necessity.




Sec. 3

Section 3. Definitions {Cont'd)

Director: The Director oFf Personnel, as provided in Section 5 and 9,

Article VI, Chapter 29, of the Code of West Yirginia, who serves as the ex-
gcutive head of Lhe,ﬁ,yzr Serdfige ZFfarsd Division of Personnel,

Discrationary: 0Open to individual choice or judgement,

Dismissal: The separation from employment of an amployee by an appointe
ing authority.

Division of Parsonnel: The division of the Department of Administration
is responsitle for tne systen of personnel administraltion for the ciassified
and ciassified-cxempt service.

Docket: List of employees who have filed an appeal or complaint withn

the L7477 RBEf¥icé Lovdiigdidn State Personnel Board,

tffective Date: The established date the action takes place.

Eligible: An app?tcant accepted for a zfjﬁr FErdiged Bfdfént Division of
Personnel examination who receives a EWnaT . pass? Qs rat _g and whose name 13

Tsted on the register established for the class of position.

Emargency Appointment: An appointment, for not more than thirty (30)
calendar days in any twelve (12) month period, necessitated by a state of
emergancy.

Employee: Any person who lawfully cccupies a positicn ia an agency and
wnc s paid a wage or salary.

txempt Service: All positions specifically exempted frum the ¢lassified
servica as noted 3n Chapter 23, Article VI, of the Code of Wes: Yirginia {see
Appendix B).

Full-time Employee: One who works the full work schedule established
for the agency. )

Grievance:r Any claim by one or_more affected state employees alleging a
viotation, a mﬂsapplwc tion or a misanue*pretantuq of tje statutes, policies,
rutes, regulations or written agreements under which such employess work,
inciuding any violation, misappiication or misinterprezation regarding
compensation, hours, terms and conditions of employment, employment status or
discrimination; any  discriminatory or~ otherwise agarieved application of
unwritten policies or practices of their employer; any spacifically
identified Incident of narassment or favoritism; or any action, policy or
practice constituting a substantial detriment o or intaerference with
effective Jjob performance or the health and safety of the amployees. Any
pension matter or other issue relating to public empioy=2es. insurance in
accordance with article sixteen, chapter five of :this code, retirement, or
any other matter in which authoricy to act is not vested witnh the employar
shall not be the subject of any grievance filed in accordance with the
provisions of this article. i




Sec. 3

Section 3. Definiticns (Cont'd)

Handicagped A person who nas a phys1ca] or mental .mpawmﬂent which
substantially limits cne or more of such persaon's major 1ife act ivities, has

had a record of such impairment or is regarded as having such an fmpairment.

Irmediate Family: Consists of the father, mother, son, daughter,
brother, sister, husband, wife, mother-in-iaw, father-ﬁn-law, son-in-1aw,
daughter-in-law, grandfather, grandmother, granddaughter, grandson, step-
mother, stepfather, and stepchildran,

Incumbent: A persan occupying a pesition. If LRE LTEZE7Fi8d £8r9Tdsl

intra-Agency Transfer: A transfer within a single agency.

Inter-Agency Transfer: A transfer from one agency to another.

Intermittant Apoointment: An ‘appointment to a position which reguires

performance on an irreguiar or “as needed” basis for no more than 945 hours
in a twelve month pariod.

Irregular Employment: "Work hours which are not symmetrical from week to
wask, -

Lateral Class Change: The movement of an employee from one class to an-
other Class in tne same pay grade.

Layoff: A reduction in the number Ox employees caused by a reduced work
toad or curtailment of funds,

Leave: A fringe benefit earned by employees Tor time off from work.

Length of Service Category: The grouping by the number of years

months, and days of eligible employment which is used to determine the .ate
of accrual of annual Teave benefits.

Local Fac11ity A sub-unit of an agency which provides se”v*ces to a
specified saction of the State and has emp oyees reporting to lTocations other
than the state ¢office headquarters,

Longevity: The leagth of employment; seniority.

Merit Increase: An advancement in salary granted as a reward for the
guality of work performance. ' N

Meritorious Service: Qualiity gingggﬁ_geffggpanee Judged to deserve re-
ward or honor.

Minimum Qualifications: The least experience and/or training regquired
iy

by the Zi7ii RErdids [oomiiiigh State Personnel Bcard for employment in a
class of position and admission to an examination.

Paye 6




Section 3. Definitions {Cont'd)

Month: Any of the twelve parts’ 1nto wnwch LnA calendar year is di v Tded.

Ninety-Day Exempt Appointment: Persopnel employad for less than ninety
{(20) working days in a year.

Original Appointment: Initial employment of an Individual into the
classified service asa result of selection from a certification of names
from a register,

Part-tine employee: One who works less than the full-tima work schedule
estanlisned for an agency. SRR

Part-time Professional: An employee engaged 1n professional seﬂv‘ces
withoUt administrative duties and who works no more than naif the agency's
Tull-time work scheduie,

Pay Plan: The official scheduie of salaries approved by the Governor
consisting of multiple pay grades with minimum, maximum, and intervening
rates of pay for sach grade,

Pay Rate: One of the Tixed steps or increments listed in & pay plan.

Per Diem: A daily allowance.

Permanent Employee: An empioyee who was hirad from a register and who
has completed thne probationary pE”ﬁod prestribed by the £1¥i7 Befdice Zompisst
gisf State Personnel Board for the job class.i

PErsgnngl B7figers THAL Eoipldféé of dA¢h Adéndy Aie 13 indedidfely rés
SPBAETRIE T2F Lhe PErssnnél Adviinisiratise pf Lig Adéncy/

Phvsician: A person licensed under the laws of a state to practice
medicine. o T S o ’ ’ :

Policymaking Positions: A position in which the person occupying it: a)
acts as an advisor tp cr formuiates plans fb?'ﬁhe implementation of broad
goals for the execurive or admini ngit‘vg head of the agency; b) is in charge
of a major administrative component of the agenbv and c} reports direcily
and is diractly actountable to the administrat} ve or execuiive nead of zthe

agency.

Position: An authorized and identiiied group of duties and responsi-
»ilities assigned by the proper authority requiring the full-iime or part-
time emplayment oF af Teast one parson.
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Sec, 3

Sectign 3., Definitions {Zont'd)

position Descript'on The dccument prepared by tﬂe_employ*ng agency and

approved by the position superv1so* and appointing auuﬁorxty, which describas
the officially assigned dut responsibilities, supervisory relationships
and other pertineant ﬁnfonnation relatiue to. a position. This document is tha
basic source of official  information inm position allocation. Position
description forms shall be prescribed by the Director,

Postmarkad: An official United Statas postal marking showing the mail-
ing date. o -

pProbationary Perjod: A specified trial work period prescribed by the
2iviY Eériice Lommisdigdn State Personnel Board ‘designed to test the fitness
of an employee selectad from a competitive 11st of eligibles for the position
for which an original appointment nhas been received.

Procedural Due Process: A coursa of proceedings carried out regularly

and in accordance with the rules and p*wnc1p1es established in these regula-
tions for the protaction of empioyees' rights,

Promotion: A change in the status cf an employee from a position in one

class to a vacant position in andother class of higher rank as measured by
salary range and Tncreased level of duties and/or responsibilities,

Provisional Appointment: The hiring of 'an employee to fi1l a positien
pending tne administraiion of competitive examination and the establishment
of a ragister.

Reallocation: Reassignment of a pos ition from one classification to a

different classification on the basis of a significant change in the Xind or
difficulty of duties and responsibilities _assigned to the position or to
corraect a position misclassification.

Reclassification: The revision of a class or class series which results
in a rederinition of the nature of the work performed and a ﬂeass1grmenb of
pasitions based on the new definition and may include a change in the title,

pay grade, or minimum gualifications for the classes involved.

Registar: An official 1ist of currently available eligibles for a job
class rankad in the order of the Tinal score as a resylt of the Zi¥I1 Refdids

Division of Personnel examination fur the ciass of position.

Regular FPart-time Employment: Work hours which are symmetrical from
wesk to week, but are less than the full time wo”k schedule establ*shed for
the agency.

Reanstatemenb. A type 01_*e empToymerh of a_ Forﬂer perﬂaﬂenh_covered
employee,” ' =T T, '
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Section 3. Definitions (Cont'a)

Resignation: Voluntary separation from employment made at the reguest
of the employee, ' ,

Satary Adjusiment: A salary chang® resulting from a revisicn o the pay
plan or the reassignment of a class to a different pay grade, probationary
salary increase or general wage increase mandated by the Legisiature or ths
Governgr or the correction of payroll errors.

Salary Advancement: A discreticnary saTaﬁy increase within the salary
range prescrioed fur thne ¢lass based on meritorious performance.

Salary Ranue: 7The approved mont nly and annual salary for a cliass which

includes the initidl, maximum, and intervening steps.

Service: Total eligible empioyment time which may Dbe wused for
determining the rate of accrual of annual jeave,

Shift Differential: The paymsnt of a different rate of pay for hours
worked in an approved class during prescribed evening and night snifis.

Step Tor Step: The movement of an employee's salary to the same or cor-
rasponding step or pay rate in a higher or lowsr pay grads.

Student Employes: An employee working for a limited pericd of time as
qualifying under the current Student Policy approved by the ZARBiggidn Board.

Suspension: D'sc*plinar; action taken by an agency temporarily to re-
lieve an empioyee of duties and place the employee on leave without pay.

Temporary Appecintment: The niring of an employee from a register for a
pericgd not to exceed & months.

Termination: Separation from employment by the app01nt1ng authority as
a result of Timited term employment,

Title Change: The revision in the title of a class by the Zdnmisgidd
Board, '

Transfer: The change of an employee from a position in a given class to
a different posw;won in the same class in a different subdivision or ges-
graphic Tocation of the same or a different agency,

Unassembled Examination:” An examination procedure which does nof re-
quire pe"sons being examined to gathar at a test site and which does not in-
cTuae a writien exanination.

Vacancy: An unfilied budgetary_ position in the c?aasified servica or
new unfilled Dudgeuary position created by reory anwzat an in the classified
service to be fiiled by oaoriginal appointment, promotion, demotion, lateral
class change, transfer, or reinscatement.




Sec, 3

Section 3. Definitions {Cont'd)

Veterans' Preference Points: An additional 5 points added to the final
States of America during Worid War I (April &, 1917, to November 11, 1918),
World War 11 {December 7, 1341, to December 33, 19448}, the Xorean Conflict
{June 27, 1950, to January 31, 1953), or the Vietnam Conflict {August 35,
1964, to May 7, 1975) and who has received a discharye under honorable condi-
tions from such service. An addifional 5 points are available to such veter-

ans who aiso have a current and compensable service connected disability or
wno have received a Purpie Heart award.

Work Schedule: Designaticn of the periods of time during which work is
performed. ' B ' A

Year: Twelve (12) consecutive month period, unless otherwise specified,
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Sec, ¢

Section 4. Organizaticn

4,07, Creation of division of personnel; sections.

(a) Effective the first day of July, cne thousand nine hundred eighty-
nine, there 13 hereby created a divisicn of personne]l within the executive
branch.

Jr—
cr

The division of perscnnel shall consist of the following sections:

Applicant serviceas;

Classification and compensation, i
Management development and tra'nfpg;
Program evaiuation ana payro R
Employee services;

Employee re1atwons and
Administrative and stavtf services.

P T e B e e
~ XM || =] caprofr—
SR (NP NS NN N NI

Fach section shall be under the contrel of & saction chief to he
appointed by the director who shall be qualified by reasgn of excaptional

training and experience in the fieid ¢f activities of the respactive saction,
The director has authority $o establish such additional sections as may be

determined necessary to carry out the purpase of th*s article. (1961, ¢. 130;
1977, 1st Ex. Sess,, ¢, 5; 1989, ¢. 25 o

4.02., State personnel board created; membe"s term; gquorum; vacancies;
powars and dutias, ' '

{a) There is hereby created within the division a state personnel board
which snall consist of five members appointed by the governor with the advice
and consent of tne Senate for termms of four years and until the appointment
of thelr successors: Provided, ihat of the members Tirsi appointed, one shall
oe appointad for a term Of vne year, one for fwo years, one for three years
and cne for four years. No more than thres members may be o0f the same

poiitical party. Three members of tnhe bcard constifute a gquorum.

{b) A member of the board may not be removed from office except for
official miscConguct, incompetenca, negiect of duty, gross immorality or
malfeasance, and then only in the manner prescrited in article six [§6-6-1 et
seg.), chapter s1x 0of tnis code for the removal by the governor of s.ate
ejectead officers.

(c) Cizizen members of the beard shall esach De paid ons hundrad dollars

for each day devored To the work of Lhe board, Each memosr snall  oe
reimbursed ror all reasonable and Necessary expenses actually Incurred 1A the
performance of his duties, except that in the event the expensss are paid, Or
are to De paid, by a Third party, the members shall not be reimbursed by tne

state. e S

(d) The board shall elect cne of its members as chairperson and shall
meet at. such tfime and placa as shall be specified by the call of the
chairman. At i2ast one meeting shall 2e held in each month., AT] meetings
shall be opsn Lo the public, Notice of e=ach meeting snail be given in
writing to each member by tne director at least three days in advance of ine
meeting period.
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Sec. 4.02

(e} The director or the board may subpoena and regquire the attendance
of wiftnesses in the production of evidence or documents relevant o any
oroceading under this article, -

4.03. Duties of the Board

fa) In addition to other powers and duties dnvested in it vy this
article or by any other law, the board shall:

(1) Promulgate rulas in dccordance with cnapunr twenty-nine-a (§294-1-1
et sag.) of this code £o implement the provisions of this article;

{27 Interpret the_appiication of this article tc any pubiic dody or

entity;

(3) Authorize and conduct such studfes, inguiries, ¥nvestigations or
nezrinys inm the ogperation of tnhis article as it deems necessary.

(I Reprasent thne pubiic interest in_ tne improvement of parsonnal
administration in the classified service., '

(57 Advise thne gavarnor, Lhe sacretary, and the director on problems
concerning personnel administration, ‘

[6) roster tne interast or institutions of learning and of inaustrial,
civic, protessional and empioyee organizations in  tns  improvement . of
personnel standards in tne classified servicsa.

{77 Make any investigation which it may consider desirable concerning
the administration of personnel in the <classified servica and maksa
racomnendations to the direcior with respect thereto.

{8) Approve tne budget as prepared by the diresctor for administration
of +nis articie betore submission to the. ajvision of. finance and
adminijsctration.

4,04, Director of personnel, appointment; gualifications; pawers and
duties.

(a) The governcr shall appoint, by and with the advice and consent of
the S$enate, tne director whe snall s2rve at the will anc pisasure of the
governor and who. shall pe paild an annual sailary and be governed by itne
provisions of saction three [§5F-2-3), article two, chapter Tivae-7 of tnis
code. 1nhne director snall be a person Knowledgeable of tne application of the
merit principles in public employment as evidenced Dy the obtainment of a
degree in  business administration, personnel administrat*ow pudiic
administLrator or tne egquivalent and at least five years of adminisirative
experience in public personnel administration.

(o) The director snall:

(1) Consistant with _the provisions ¢f tnis articie administer tfhe
operat’ons of tnﬁ d'vwswon a71oca"ng'the Functions and 2CTivities the

(2} %atqta E personnel managanﬁwb 1n10 .abwon Systen necsssary o
carry Qut Lne provisions Qf tnis article; )

{3) Supervise payrolis and audit payroils reports o transaccoions
confufmity with tne provisions of this article;

(47 Plan, evaluate, administer and JmpTémen* personnal programs  and
policies in state voverrwent and pls; po] T ca? 5ubd1vws ons atter ayr2ement Dy

The parties: T coL ' o > -

£
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Sec, 4,04

{5) Supervise the empioyee selection procass-and employ performance
evaluation procedures; , o .

{6) Develop programs to improve efficiency and effactiveness of the
public service, ~ 1ngluding, but not 1imited to, employee training,
development, assistance and incentives;

{7) Establisn pilot proyrams and other projects for a maximum of one
year cutside of tne provisions of this article, subject to approva! Dy the
bcard, to be included in Ihe annua? report;

() Estabiish and provide for a public empioyee nterchange program and
may provide tor a voluntary emo}oyee interchange program between publiic and
private sector employees; ;

(3] Estaplisn an Taternship program; B o
(10) Assist  the gOVE”ﬁOP and  secretary of the department of
administralion in general work Torce pianning and otner personnei mattiers;
{11) Maka an annual report tc the governaor and ie gislature and all other
special or pericdic reporits as may be requirad;
(12 Assess cost for special or other serv ce;,

(13) Recommend ruies to the board for s mplementation of this article;
and =
{14) Conduct schools, seminars or classes regarding handling of
complaints, disciplinarial maiters and operation 07 the state persgnnel board
for supervisory empioyaes of the state,

4.05, State Personnel Advisory Counci)

{a) There is hereby created the state personnel adviscry council, which
consists of eisyen mambers appointad Dy Ithe governor, S1x members shall be
classified smployees and Lwo, classifisd- exampt empToyees 07 tne remaining
three members, one shall be appointad from a 1list of three persons
recommended by Lhe American federation of state, county and municipal
empioyees:; one, from a 1ist of three parsons recommended by the communication
workers of America; and one, from a 11st of three persons racommanded by
district 1199, national unicn of nospital and heaitin care empioyees, AFL-L10.
Members of the council snhail serve for a ieérm concurrent with that of the
govarnar, ' - S o o '

(b) The state personnel advisory councii shall:

(1) Advise the directer and the board in the devslgpment of
comprerensive poilicies and programs  for the improvement of  personnel
administration in the state; B ' ]

(2] Assist in the formulation of rules and standaﬂds relating to the
state systan of pnﬂsonnei administration;

{3) Assist in tna promoiion of . pubTuc understanding of the spurposes,

policieS. and prac.ices Of LNe SLALe system 0f personne; adm nistrat)on,

(c) Mempbers of the council shall receive noc compensation, but shall be
reimbursed for their actual and necessary expansas. (198G, C¢. 2G.)
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Sec. 4.065

4.06. Agency Personnel Liaison-Each state agency shall designate a
staff employee to  serva as  Personnel Liaison, It snall be nis
responsibility, with such assistance as may be necessary, L0 assure
comptiance with the classification and compensation pians as astablished by
the Beard; tc maintain personnel records of all persons employed in the
agency, and records of all personnel actions: to notify tne director as far
in advance as possibie of vacancies wnich may occur In the agency; and to
perform such other duties as are prescribed in this rule and as the
appointing authority may direct.




Section 5. Classification Plans

5.01. Preparation of Plans-The f£4ripidsipA Board, after conferring w*th
the appointing authorities concerned, shall forma[ly dODu and maxe effeciiv
a comprehensive classification plan for ail positicns. The plan shall be
based on an investigation and analysis of the dutiss and responsibilities of
sach position, and each position shall bde allocated by the Director of
personnel, after consultation with the appointing authority c¢oncerned, to its
proper class in the classification plan, When complete, the classification
plan shall dinclude for each class of position an apprepriate title, 2
description of the duties and responsibilities, and the minimum requiraments

f training, experience, -and other qualifications.

5.02. Revision of Plans-Existing classes of positions may be zbolishad
or changed, ¢©r new ciasses added, in the same manner as the classification
plans were originally adopted.

§.03. Incumbents of Reallocated Positions-When a position is
reallocated to a dirferent ciass, tne incumbent shall not be daemed eligible
to continue in the position unless he would have been eligible for original
appointment, promotion, transfer, or demotion, to a position of the new class
wnile serving in the position as previously allocatad. I¥ ineligible to
continue in such positicn, he may oe transferred, promoted, or demoted by
appropriate action in accordance with such prov1570n of this rule as the
Director may deem to be applicable. In any case in which the incumbent is
ineligible to continue in the position, and he is not transferred, promoted,
or demoted, the provisions of the rule regarding separations shall apply.

.04, Class Specifications-The class specification shall be considered
in allocating positions and shall be interpreted as Vollows:

{a) Class SpEC1fTCﬂ ions are descriptive only and are not FESL”TCLTVQ.
The use of a particular éxpression of duties, qualifications, reguirements,
or other atiributes shall not be heid to exzlude others noct mentioned,

(b) In determining the class to which any position shall be allecated,
the specifications for each <class shall be considered as a whole.
Consideration shall be given to _the general duties, specific tasks,
responsibilities reguired, qualifications and relationships to other classes
as affording toyether a picture of the positions that the class intended to
inciude.

(c) A class specification shall be construed as a general description
of the kinds of work charagteristics of positions properly allccated to that
class and not as prescribing wnat the duties of any position shall be, nor as
Timiting the expressed ar imp?ﬁed power of the appoin ing authority now or
nereafter uesbed with tne right to prescribe or aiter the duties of any
position,
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Sec. 5.04

Section 5. Classification Plans (Cont'd)

{d) The fact that all of the actual tasks performed by thes incumbent
of a position do not appear in the specifications of a class to which the
position has been allocated shall not be taken to mean that the position is
necessarily excluded from the class, nor shall any one exampie of a typical
task taken without _relation. to the other parts cof the specification be
construed as determining that a position should be allocated to the class.

(@) The statement of minimum gualificaticns expresses the minimum
packground fn terms of education, experience, skills and knowledges ‘which
would be required of any new appointéée to a position in the class as partial
evidence of ability to perform the work properly and is to be so construed,

(f) Qualification requirements in the specification for any class, as
intarpretad 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 ¢f applicants and for the acceptance or rejection of
applications of examineas for the class.

5.05. Reclassification

(a} Upon its own fipftiative, or at the reguest of an appointing
authority, the Zem@ifgidn Board may reclassify positions by the creavion or
abclishment of classes, or tne revision of the definition of the work of the
classes brought abcout by changing work methods, new technology or
recrganization.

(b) For each position affected the appointing authority shall provide
a current description of the dutfes and responsipilities assigned,

(¢) The employee in the position at the time of a reclassification
snall be entitled to continue to serve in that pesition, provided that any
Ticensure or_certification requirements are met.

{d) Any incumbent in 2 position reclassified under this section shall

have the right to a review of tha action under the procedure estadbiished in

Chaptar 29-6A of the Code of West Virginia, as amended.

5.06. Position Reallocation-Yhenever substantial changes occur in the
duties and responsibilicies assignad td a position or to correc: 2 oosition
misciassification, the Director of IAé APPSifAtiAd AdLAdrIiy wmdy shall
realiocate the position to its_proper class, Tne incumbent or the appointing
authority SWaXT pafé LA FIdFE LD A rédidp pf LAg ALLIgr pUAder Lhe pricedars
FSLEFYISVEd FA LHABLAr 2848K Bf rLAé Lodé AF Ay Mirdinid) Az Aneépdeéd] may

seek a reconsideration of the allogaticn aciion bv submitting a written

requast to tne Directsr within ten {10) calendar days of the effactive date

of tne action.
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Sec. 6.01

Section 6. Compensation Plan and Salary Regulaticns

Pursuant tc the provisions of Chapter 29, Articie VI, Section 10 (2) of
the Code of West Viraginia, the following salary regulations shall apply to
employees caverad by the LIV¥IT BErdids 372220 Division of Parsonnel.

5.01. Purpose and Intent-To attract guaiified employees and retain then
in the classifisd service, the LAm@igdisn Board shall endeavor tc provide
through the pay plan adequate compensation based on the principles of equal
pay for equal work amnony the variocus state agencies and on comparability to
pay rates established in other public and private agencies and businasses.
The intent of the Zgwdiigsisn Board is to recommend to the Governor a pay plan
with annual adjustments for cost-of-living increasas and additcional funds for
merit increases, o B

§.02. Preparation of Plan-After consultation with the appownt:ng au-
thorities and State fiscal orficers and after a public nearing, the Director
and the E£gnnisgidr Board shall prepare and submit to the Governor for his
approval an annual ravision of the pay pian. The pay plan shall include
salary schedules containing multiple pay grades with initial, intervening,
and maximum rates of pay for each grade, Pericdic amendments to the pay plan

may be made in the same manner,

6.03. Adoption of Plan-The plan shall become effactive only after it has

been approved Dy the Governor. The approved pay plan shail constitute the
official schedule of salaries for the classified sarvice,

.04, Implementation of Plan

(a) Assignment of Classes-The Zgririiggigst Board shall assign each class
of positions to an appropriate pay grade consistent with the duties cutlined
in the class specification. No salary shall be approved by the Directer of
Personnel unless it conforms to one of the pay rates in the pay grade

assigned to the employes's class of positicn.

(b) Entry Salary-The entry salary for any. employee shall be at the
minimun salary for the class. However, an individual possesswng qualifying
training or exparience above the minimum required Tor the c¢lass, as
determined by the Director, may be appointed at a pay rate above tha mﬁnimum,
up to the mid-point of the s&lary range, unless gtherwise prescribed by the
LgfAldgigd Board. For each step above tne minimum, the indi v;dual_@usu have

in excess of the minimum requirements at least six months of qualifying
gxperience or equivalent gualifying training.

Tne Director may authorize appointment at a rate above the mid-pointg
whera the appoanbing authority can substantiate severe or unusual recruiting
difficulties for the job class.
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Sec., £5.04

Section 6. Compensation Plan and Salary Regulations

(¢) Standard Rates of Pay-The compensation plan applies to all classes
of positions in the classiried sarvice.. It provides standard pay rates for
full-time employeés for regularly establisned working hours in all offices
and departments. The salary or wage paid shall be detarmined by the pay
grade to which the classification of the position has been allocated, Al
employees, including those serving in positions on a part-time basis, shall
be paid in proportion to the actual time worked.

{d) Additional Pay-fxcept for authorized overtime or shift differential,
no pay additional ©o the regular salary shall be made to any emplayee. The
rates as provided do not include reimbursements for actual and necessary ex-
pensas incurred incident to employment such as travel expense., Additional
duties imposed or volunteeraed shall not constitute an exception to this rule,

Upon approval by the [émmigsign Board, the appointing authority may
provide additiconal pay for certain classes based on rate gof work or other
specifically quantified measures of employee productivity. Employees in that
agency in classes approved for this pay provision shall not be eligible for
salary advancements.

{e) Availability of Funds-Before a department makes salary adjusiments
and advancements 1in accordance with these regulations, its fiscal officer
shall certify that funds for this purpose are avajlable.

(f) Salary Adjustments

1., New Plan

a. -Upon adoption of a new pay plan, each incumbent's salary shall be
6:___.—adjusted Lo the step in the new_plan corresponding to his step in
the o1d plan. If 5T is impossible due to budgetary restrictions to
adjust an incumbent's pay on a stap-for- -step basis, the Zdpmigsisn
Board shall provide for a plan of application which assurss as
nearly as possible that the pay of all incumbents in the classified
service shall receive egual treatmant (i.,e., one step, two sieps,

etc.).

b. When the salary rangas of a naw pay plan do not have the number of
—steps corresponding to the old plan, each incunbent's salary shall
be adjusted to the next higher rate in the apprupriate salary range.

-

c.” An drcer oent w5 ta . falls above the maximum rate of tne new
—— .range sac!] malatain 1S current salary and shall be ineligible for
saiary advancements.,

2. Pay aon Recliassification
Y

2. Higher minimum

1. When a class is reassigned by the Zdmnifssi94 Bodard to a salary range
having a higher minimum, the salaries of those incumbents balow The
new minimum shall be adjusted to the new minimum.
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Sec. 6.04
Secticn 6. Compensation Plan and Salary Regulations (Cont'd)

2. Wnhere the salary of the incumbent coincides with 2 step in the new
range, the salary shall remain unchanged.

3, Where the salary of the incumbent falls within the new ranye and
does not caorrespond with & step in the range, the salary shall be
adjusted to the next higher rate in the new range,

b, Lower Minimum

1. When a class s assigned to a salary range haying a lowar minimum,
the salaries of those incumbents which coincide with a step in tne
new range shall remain unchanged.

2. here the salary of the incumbent falls within the new range and
does not coincide with a step in the range, the £gnidiigiign Board

shall approve a plan of application which assures as nearly equal
treatment of the incumbent's pay as possible.

3. Whers the salary of the incumbent is above the maximum rate of the
new range, the salary shall remain unchanged and the incumbent shall
be ineligibie for salary advancements,

3, Pay on Position Reallocation-When a position is realjocated to a
different class, the salary of tne incumbent shall be adjusted in accor-
‘dance with salary regulations for promotion, demotion and lataral class

change. o . . - = - =

4., Separation from Employment-An employee who separates from state
employment (by dismissal, resignation, layoff, termination, retirement,
death) prior to the date a new pay plan becomes effective and who is con-
tinued on the payroll beyond that date for annual leave payment is not en-

titled to salary adjustmants.

6.05, Pay cn Promoticn

{a} Minimum I[ncrease-Tne salary of an emplcyee who is promoted shall be
adjusted to thne minimum rate of the new class. 1[f the incumbent's current
pay rate is at or above the minimum rate for the new c¢lass, but coincides
with a step in the new range, the salary shall be adjusted cne step in the
range. Where the pay rate does not coincide with a step in the new ranye,
the salary shall be adjusted to the naxt higher rate which provides at least
a full stap increase, T eSS Semmmimsimmamonmams SmmesTTm T mmems m o

{8} Additional Increase-The appointing authority may grant additional
steps to an employee being promoted if the employee has sufficient qualifi-
cations n excess of the minimum reguired for the new class. The employee
shall possess at least six months of pertinent experience or an eguivalent
amount of pertinent training for each additional step granted.




Sec. 6,06

Section 6. Compensation Plan and Salary Regulations {Cont'd)

6.06. Pay on Demction-An employee who is demotad and whose current pay
rate is above the maximum pay raté for the new classification shall have a
pay reduction to at least the maximum rate of the new classification. The
employea's s3lary may remain tha same if his pay is within the pay range of
the new classification, or his pay may be reduced to a Tower step in the new
range, If the employee's salary before demotion falls within the range for
the Tower c¢lass, but does not coincide with a step in that range, his salary
shall be reduced at Teast to the next lower step in the neaw range,

6.07. Pay on Lateral Class Change-Any empioyee who receives a lataral
class change snhall be paid the same salary received prior to the changa.
Where the rate of pay does not c¢oincide with a step in the new range, ths

sajary shall be adjusted to the next higher rate.

§.08, Pay for Shift Differential

(a) Eligibility-Any employee who is in a class approved by the Director
of Personnal for snift differential and who is required to work, and does
work, an assigned shift starting between the hours of 2:00 p.m. and 2:00 a.m.
inciusive may be paid at a flat rate established by the g£énhigéign Board.
Shift differential payments shall apply oniy if at Jeast one-half the
scheduled hours fall between the hours of 6:00 p.m. and 6:00 a.m.

{b) Reassignment-When an employee is reassigned to a shift or class for
which snift differential has not been approved, the empioyee's salary shall
be reduced by the amount of the shift differential.

6.05. Sa1ary4ﬂdvan:ements

{a) Upon Merit-All salary advancements shall be based on merit as re-
flected by service ratings and other Fecorded measures of performance.

{b) Limited to Permanent Employess-Salary advancements shall be limited
tc permanent employeas. _ o

(¢) When made-The {initial salary advancement may be effactive whan an
employee completes the probationary period. Salary advancements for othar
permanent employees may be effective on or after the date on which they be-
come eligiple. oL

(d} One-Step Advancement-No employee shall receive & salary advancement
of more than one step 1n the salary range for the class, excapt as provided
in paragraph 6.09(f).

(g) Salary Advancement Interval-Except as provided in paragraph 6.08(f)
the interval batween sa]ary.advancements shall be at Teast six months,
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Sec, 6,09

Section 6, Compensation Plan and Satary Regulations (Cont'd)

(f) Exceptionally Meritorious Service-In cases of an employee's excep-
tionally meritorious service, salary advancements of more than cne step in
the range or at intarvals of less than the regularly prescribed period are
permitted. However, no employze shall receive salary advancemsnts of more

than two steps, including advancements for exceptionally meritorious service,
in any twelve (12) month period.

6.10. Longevity Inc¢reases-An employvee with seven years of total state
service who has attained the maximum in the range for the class without a
salary increase in the immediately preceding twelve months shall be eligible
for a longevity increase as prescribed in the adopfion of a new pay plan.
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‘ ' Sec. 7.01

Section 7. Applications and Examinations

7.01. Character of Examinations

{a) Examinations for entrance in the classified service will be con-
ducted on an gpen competitive basis. Examinations shall be practical in na-
ture, shall be constructed to reveal the capacity of the applicant for the
particuiar position for which he is competing as well as his general back-
ground aad related knowledges, and shall be rated objectively. A practical
written test shall be included except when rendered impractical because of
(a) exceptional qualificatichs of a scientific or a professional nature being
required and {(b) the need for ranking candidates being rendered unnecessary
because of the absence of effective competition, 1In such extcaptional cases
an unassambled examination may be held upcn recommendaticn of the Director
and appreval of the Ldagiséisn Board.

{b) Examinations shall also inciude:

1. A rating of training and expzriénce for the more responsible
professional, technical, supervisory and administrative positions;

2. An oral examination for positions requiring fregquent contact with
the public or which finvolve important supervisory or administrazive
duties. However, after consultation with the agency, the Director, with
the approval of the Fohwigeisn Board, may eliminate the oral examination
for those classes of positions 1n wnich it is anticipated that the entire
eligible register will be exhausted within a relatively short pericd.

(¢} Thne Diresctor shall assign definite weights to each part of the ex-
amination prior to its pubiic anncuncement. Qualified experts will work with
the Director of Personnel in the preparation of examination material and in
the rating of training and experience of applicants for professional posi-
tions. The Directer of Personnel shall consult with each agency affected on
general phases of examination procedure such as the determination of type of
axamination, and the choice of qualified experts Trom outside the agency.

7.02. Notice of Examinations

{a) The Director shall give public announcement of all entrance ex- .
aminations for at least 15 days in advance of the closing gate for receipt of
applications, - He shall make every reasonable effort to attract qualified
persons to compete in thaese examinations., Notices of axaminationsg shall be
posted in important centers throughout the State and copies shall be sent to
newspapers of State-wide circulation, radio stations, educational institu-
tions, professional sacieties, public officials, and such other workers and
individuals as the Director may determine expedient. Exceptions to the re-
quirement that examination notices must be statawide may be made whers the
purpose of giving an examination i3 to supplement already existing register
as provided for in Section’8.02(b) and/or in order to conduct a continucus
recruitment program as provided for in Section 7.03{(b). In such cases, the
notice and other publicity may be restricted to the places where additional
eligibles are needed. Pudblic annocuncenent of examinations shall specify the
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Sec. 7.07 t |

Section 7. Applications and Examinations {Cont'd)

title and salary range of the class of pasition, information as to the rates
of pay at which appointments are expected to be made, the duties tc be per-
formed, the minimum qualifications required, the final date on which applica-
tions will be received, and all other conditions of competiticn, incliuding
the relative weights assigned to the varicus parts in the examination and the
fact that fajlure 1in one part of the axamination will disqualify an
applicant, : -

() In order to bes eligible to be admitted to examinatiocns, applicants
must be citizens of the Uniteg States and (a) have been born in West Virginia
or (b) have been Tlegal residents of or domiciled in West Virginia for at
least one year prior to the date of examinations, or (c¢) have maintained a
legal resideance and domicile in West Virginia for at least 10 years of his
1ife, provided change to another state was made no earliar than one year
prior to the date of examinations. The Zgridiigéissd Board, at its discretion,
may waive citizenship and residence requirements.

7.03. Filing Applications

(a) A1l applications shall ba made on forms prescribed by the Director
and approved by the Zgwdiigfisr Board and must be filed with the Director on
or prior to the closing date specified in the announcement or postmariked
before midnight of that date, Such appliications shall include a statement
from the applicant of all pertinent information regarding his trazining,
experience, and age, and, in addition, the Director may require a photograph
of the appl?EEﬁf?'? certificate of his physical fitness from one or more
licensed physicians, and any other informaticn which the Director may deenm
necassary. All applications shall be signed and sworn to (or affirmed) by the
Applicant. i ot T CT

(b) For classed of positions for which recruitment 4s difficult, the Di-
rector, with the approval of the Zmffgsisn Board, may provide for coatinuous
receipt of applications and for holding examinatlons as needed.

7.04. Disgualtification of Appliicants

(a) Under the supervisicn and directicn of the fgnietisfigh Board, the
Dirsctor may refuse to examine an applicant, or after examination, may
disqualify such dpplicant or remncve his name from a register, or revuse to
certify any eligible on a register if:_

1. he is found %o lack any of tnhe preliminary requiraments established
\ -for tne examination for the class of position;

H 2. ha is so disabled as to be rendered unfit for the parfornance of the
] duties of the class; C s - - :
!

3. he ds addicted to the usa of _narcotics or the nabitual use of
intoxicating 1iquors to excess; :

b
;
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Sec. 7.04

Section 7. Appiications and Examinations (lont'a)

4. he has been convicted of an infamous crime or other crime invelving
moral turpitude;

5. he has made a false statement of material fact in his application;

6. he has previously been dismissed from any public service for
delinguency, misconduct, or other similar cause;

7. he has used or attempted to use poiitical pressure or bribery to
secure an advantage in the examination or appointment;

&. he has directly or indirectly obtained informaticn regarding
examinations to which as an applicant he was not entitled;

9, he has failed to submtt his application correct ly or within the
prescribed time limits; —

10. he has taken part in the compilaticon, administiration, or correction
of the examination;

11. at least three Tormer employers state that they would not re-employ
him, or otherwise indicate that his services as an employee were unsatis-
mactory “or that he is lacking in character and fitness for ahe position he
appiied for; -

12, the register {rom which ne is certified is for & class for which an
oral examination was not a part of the examination process, and at least
Two agencies have interviewed him and repcrt that ne is not considered to
be suitable for a position in the ¢lass he was interviewed for;

13. he has otherwise violated provisions of this rule.

(b)Y In order to be admitted to an open competitive examination, an
applicant must have satisfied all minimum qualifications of the positicn for
which ne has reguested an examination, except that he may be admittaed if he
is qualified in all respects except for (1) a deficiency of no more than six
months of gqualifying training and, at the tfime of application, he is engaged
in educational pursuits that will qualify nim; or {2) a deficiency of no mora
than one month of gqualifying exparience and, at the time of application, he
is employed by an agency in work that will quaiify him. An applicant so
admitted, and who passes the examination, may not be considered available for
employnent until the minimum qualifications have been satisfied. The
applicant shall bes responsible for furnishing evidence of subsequently
satisfying the minimun qualifications.

{c) A disqualified applicant shall be promptiy notified of such action,
and an applicant who is not admitted to an examination because of failure to
meet the preliminary regquirements shall be notified by Tetter to nis last-
known address sufficiently in advance of the examination to 21low for an ap-
peal from rejection as provided in Section 14.01 of tnis ruie,
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Sec. 7.05 ' :

Section 7. Applications and Examinations (Cont'd)

7.05. Conduct of Examinations

{a) Written tests shall be conductad simultaneously in as many places as
are necassary for the convenience of the applicants, and as are practicable
for proper administration. The requirement for simultanecus conduct of ex-
aminations may be deviated from as may be found necessary by the Director to
administer more effactively 2 continuoud recriitment program as provided for
in Section 7.03{b) of this rule. The Director may designate such monitors as
may be necassary to conduct examinaticns under instructions prescribed by
him, and may also arrange for the use of public buildings in which to conduct
the examinations. The Directer shall provide for the compensation of
mcniters and assistants in accordance with the approved budget Tor the
purpose. - - CL T s LT T T

{b} The identity of persons taking competitive assembled examinations
shall not be disclosed to the examiner. An identification number, which
shall be usad t¢ identify all papers of each applicant, shall be assigned by
the Director to each applicant., Any examination papers bearing the name of
the applicant or identificaticn other than an identification number shall be
rejected. In cases of rejection the Director shall promotiy notify the
appticant, T

7.06. Rating Examinations

{a) The Directcr shall determine a final score for each applicant's ex-
amination, computed in accordance with the weights for the several paris es-
tablished by the Director as set forth in the anncuncement., Failure in any
part of an examination shall disqualify the applicant in the entire examina-
tion and shall disqualify him from particigation in subsequent parts of tne
examination. All applicants for the same position shalil be accorded uniform
and equal treatment in all phases of the examination procedures.

{b) Any veteran {(as defined in Appendix B cf this Rule) who.claims vet-
eran's prefarence and who has made a passing grade in an examination shall
have five points added to his final earned score, An additional fTive points
shall be added to the augmented earned score of veterans with a compensable
service-connacted disapility or thoss who are awarded the purple heart, Per-
sons clafming preference or disability preference must submit satisfactory
proof thereof to the Director of Personnal prior to admission to examina-
tions. T St T mmmm e e s e e

(¢} The Director, with the approval of the Zouwtigsidn Board, shall
utilize appropriate scientific techniques and procedures in rating the
results 2f exarinations and in detemnining the final scores cof <the
competitors., In detzrmining the system for rating results on the
examination, the Director and the Lguimigiign Board shall give due regard to
the nunber of candidates and to the number cof vacancies which may reasonably
be expected to occur in the life of the register.
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) Sec. 7.07

Section 7. Applications and Examinations (Cont'd)

7.07. Rating Training and Experferce-If training and experience form a
part of the total examination, the Director, with the approval of the Zpwiiss
gigp Board, shall determine a procedure for the evaluation of the training
and experience qualifications of the various appiicants. The formula used in
appra1sa1 snall give due regard to recency and quality as weli as gquantity of
exper1ence and to the pe,b!nency of the training. This procedure shail aliow
for the substituticon of training for experience and experience for training,

within the 1imits stated in the ciass specifications.

7.08, Investigations-Before rating training and experience or prior to
certification f?om the register, the Director shall, to the extent pract1
cable, ‘invastigate the app11cant‘s trainfng and expeﬂwence to verify thne
statements contained in his application form and to adduce evidence regarding
his character and fitness., If this dnvestigation produces information
affecting the rating of training or experience, the Director shall rate or
re-rate the applicant’s record acccordingly, and make the necessary adjust-
ments in the register. He shall also promptly notify the applicant of such
re-rating.

7.09, 0Oral Examinations-When an oral examination forms part oV a total
examination tor a posizion, cne Director shall, with the approval of the Zggis
A7gdish Board, appoint one or more {Oral Examination Boards as needed. An
Oral Examwnauwon Board shall consist of two or more menbers, not more than
one of whom shall be from any one agency, who shall be known to be interested
in the improvement of public administraticn and in the selection of efficient
government personnel and at least one of whom shall be technically famiiiar
with the character of work in the position for which the appiicant will be
examined., Any person actively engaged in the work of any political organiza-
tion, or any person holding political office, shall not serve as a member of
any such board. If oracticable, all applicants qualifying for the oral exam-
ination for the same class shall he rated by the same Oral Examination Bcard.
A mamber of an Qral Examination Board shall disclcse each instance in which,
by knowing an applicant personally, he would be prejudiced either for or
against the applicant, in which case he shall not rate such applicant,

7.10. Notice of Examination Resulfs-Each applicant passing all parts of
the examination shall be notitied by mail by the Director of his final rating
as soon as the rating of tne examination has been compieted and the register
established, An eligidle, upon request and presentation of proper identifi-
cation, shall be entitled to information concerning his relative position on
a register. An applicant who fails any part of the examination or tne total
examination shall be neotified of nis failure.
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Sec. 7.11

Section 7. Applications and Examinaticons (Cont'd)

7.11. Special Examination-No applicant shall be given a spzcially admin-
isterad examination uniess tne [ouniZiidr Board by formal and recorded action
finds tnat the appiicant's failure to take or complete an examination was due
to an obvicus error for which the Director or any of his assistants is
rasponsibie. A make-up examination, administered along with a subsequent
examination serjes, may be allowec by the Zdmd#iisgigh Board provided ths
Diractor certifies that it is administratively practicable., The fdridigdisgr/s
Board's findings and recommendations shall be recordad in its minutes. No
claim for a specially administerad or make-up examination shall be allowed
unless it is filed in writing with the Zdiniiggissh Board within 10 days after
the date of the original examination. Any specially administered or make-up
examination snall be constructed on & pattern similar to the original
examination.

7.12, Physical Examfnation-éefore appeintment applicants may be required
10 pass a satisfactory physical examination.

7.13. Examination Records-The Director shall be respensible for the
maintenance of all records pertinent to the examination program. Applica-
tions and other necessary examination records shall be kept permanentiy, but
examination records of other applicants, not appointed, may be destroyed 30
days after tha register expires, All notices of changes of address shall be
filed, by applicants and eligibles, with the Director.
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Sec. 8.01

Secticn 8. Registers

8.01. Establismment of Registers-After each examinaticn, the Director
shall prepare a regiscer of persons with passing grades. The names of such
persgns shall be placed on the register in the order of their final ratings
starting with the highest. If two or more e2ligibles have final ratings which
are identical, their names shall be arranged on the register in the order aof
their ratings on the written part of the examination., If these are the same,
their namess shall be arranged on the register in the ¢rder in which their
applications were received, and if that te the same, than alphabeticaily.

8.02. Duration of Registers

(a} Tne 1ife of each register shall be nct lconger than tnree years from
the date of its establishment, but this period may be reduced by the Diractor
with the approval of the Eémmjiziéﬁ Boeard, A register may be deemed by the
Diractor to be exhausted if fewer than ti th”ee ‘avajlable eligibles remain on
the register. Upon the exhaustion of a register, of 1f tnhe Director, with
the approval of the Eéﬁmﬁsgiéﬁ Board, reduces the Tife a reg ister, he shall
notify each eligible rema’ ning on such regi sber LO thTS ef ng by ma“l to his
last-known address,” — 70 TTon T - s

(b) The Director may declare a register deplsted even though not ex-
hausted, if there are one or more areas in the state for which there are nao
available eligibles, or if the register is so near the point of exhausticn
that renewed racruiting and examination appears to be required to pravent the
register from hecoming exhausted. In either of these events, the Lgrmiggids
Board may authorize a new examipation for tne class, ngsgns whose names are
on the dep]eted register shall be given an option of faxing the new examina-
tion or retaining their positions on the depleted ﬁeg1ster but once the op-
ticn is exercised, it shall be adhered tc. In establishing the new register,
the Director, with due regard fo the thres year limitation, snhalil combine or
integrate the names of those remaining cn the depleted register with the
names of those who took the more recent examination.

(c) It shall be the duty of the Personnel Liaison to notify the Director
as far in advance as possibie of wvacancies whicn may occcur in the Agency.
The Director shall be responsible for determining the adeguacy of existing
registers and for the establisiment and maintenance of appropriate raygisters
for 21l positions axclusive o7 @Xémpt positions.

{d} The Director shall nullify a redister for any of tne following
reasons: T - '

1. Changes in the minimun quaTIficat.ons or c]ass*fwcat.on standards of
a class of positions, ' .

2. Abolishment of the class for which the register was establisned,

3, Substantial revision of the examination used to establish the
register, ‘ '
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Saction 8. Registers (Cont'd)

{e) When a register is declarad null and void by the Director the
affected persons shall be not1.1ed of such act jon in writing at their Tast
known address. T o

8.03, Removal of Names from Registers

(a} Under the supervision and direction of the Ldritiggign Board, the
Director may remove the name of an eligible from a2 ragister:

1. for any of tne causes stipulated in Section 7.04(a) of this rule,

2. on evidence that the eliginle cannot be located by reasonable
efforts through the various means of communications,

3. on receipt of 2 statement from the eligible declining an appointment
and stating that he nc Tonger desiras consideration for an appocintment.

4. If two offers of a probationary appointment for the class for which
the register was established in a Tocation for which he has declared himself
available have been declined by the eligitle.

(b) The Director shall notify the eligible by mail tc his last-known
address of this action and the reascns therafor. An eligiblie’s name shall be
refnstated on the register upon showing of causk satisfactory to the Director
cr in accordance with a decision of the Zgmmigsipr Board upon appeal as
provided in Sectiocn 14. OZ cf this rule.
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Sec. §.0L

Section 9. Certification of Eligibles

g.C1. Requesb for Certification-If & vacancy occurs in any pesition in
an agency or i1 new positions are established and new employeess are needed,
requisitions shall be submitted by the Personnel Officer to the Director upon
a prescribed form, This reguisition shall state the number of positions to
be filled in each class, 1dent1fy1ng eacn cIass tttle and a11 other pertinent
information. '

9.02. Certificatioq_ﬂgthqu

{a} Upon receipt of a requisiticn, the Director shall certify and submit
in writing to the Personnei Cfficer the namss of available perscns on the ap-
propriate original register established as a result of open competitive ex-
amination for the class of position, at the same time, from the appropriate
promotional register, if such a register exists. The number toc be certified
and submitted will be governed by the following sub-paragraphs., Nothing in
the following sub-paragraphs shall be construed as altering the exhaustion
peint of & register as described in Section 8.C2(a) of this rule.

i. If only one position is involved, the Diractor shall certify and
submit the names of the five highest available eligibles, except as pro-
vided for in sub-paragraph (b). The Diractor may certify more than five
names at his discretion.

2. If more than one position is {involved, the Director may, with
Comriigdién Board approval, certify the names of the highest available
eligibles equal in number to eight times the number of positions to be
filled divided by three,

3. If the original register established as a result of a(ﬁﬁ}ﬁ] Service

examination for a specific class of bosition s exhausted, Tne Uirector
shall certify and submit names from the appropriate promotional register
only, until it is exhausted. If both the original register and the appro-
priate promotional registers are exhausted, then the Director, with the
approval of the [4adiigéign Board, shall certify and submit names from the
register, or registers, most appropriate. If there is no register which
the Director, with the approval of the {2fdigéisn BSoard, deems
appropriate, then the Director may certify and submit names from a
register established as dascribed in Section 8.02 of this rule.

(b) If an eligible receives a probationary or permanent appointment,
such appointment shall constituie, for its duration, a waiver of his right to
certification from any other reglsuer on which his name appears for a ciass
of position the salary of wnich is either equa1 to or lower than that salary
covered by his appointment, unless at the time of such appointment he re-
quests in writing that his name be retained for certification from such
register or registers. . ' )

(¢) The name of each employee whose name appears on a register for a
class of position with a higher salary range than the salary range of his
present class of position shall be certified and submitted by the Director
and given consideration by the Agency for the higher class of position if his
name is reached,
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Sec, 9.02

Section 9. Certification of Eligibles (Lont'd)

{d} 1If in the exercise of his chgice provided under Sectiion 10.02 the
appointing authority passes over the name of an eligible on a register in
connection with three saparate appointments he has made from the register,
written request may be made of the Diractor that the name ‘of such eligible be
omitted from any subsequent certification @f the same appointing authority
from the same register. The name of such eligible shall thereafter not be
certified tc him from that register for future vacancies in that class of po-
sition, or from subsequent registers established for that class of position.
However, upon change of the person occupying the position of appointing au-
thority, the Director shall reinstate the name of such person for certifying
purposes and shall 'sc inform the agency. 1f, subsequently, the eligible is
interviewed by the agency and rejected once for the same position, his name
shall not again be certifiad for that position to that agency during the ten-
ure of the then incumbent appo1nu1ng authority.

{e) An eligible may be considered not available by the Director if he
fails to reply €6 a wrifteén ingquity after five days or to telegraphic
communication within 48 hours in addition to the time reguired for the trans-

missicon of the inquiry to his last-known address and reply thereto.

(f) Seleciive Certification._ by sex shall be permissible if the request
with a Jjustification in writing is approved by the Director of Personnel.
Justification must clearly show that only emp]oyees of the required sex can
perform the duties. : ,

SR e L e e & P —_—

9.03. Local Qffice Certification =~ =~ = ~

(a) Eligibles for positions in state and local offices shall be certi-
fied 1in the manner described in Section 9.02 except that in filling a posi-
tion in a Tocal office, the Personnel Officéer may reguest the certification
of 2ligibles who are residents of the area astablished by the Agency for such
local office. Upon receipt of such a reguisition, the Dirsctor shall certify
and submit the names of eligibles as provided in Section 2.02 of this rule
except that the Director shall certify and submit the names of the highest
available eligibles who are residents cof the area estabiished by the Agency
for the local office in which the vacancy existis, in accordance with the
following procedure: ' : - - - - - -

1. 1if, in certifying and submitiifng the names of such eligibles for a
vacancy in a local office, the Director finds that there are fewsr than
five such eligibles who are residents of the local-office area, he shall
certify and submit the names of such eligiblies who are residents;

2. 1f no appointment is made from thase eligibles, or if there is no
local eligible, then certification to the vacancy in the lgcal office
shall be made from a 1ist of e?zg1b1es 1n the next 1arger administrative
area of the agerncy; . T }

3. if there are then insufficient eligibles, certification shall be
made on a statewide basis. :
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Sec. 9.04

Section 9. Certification of Eligibles {Cont’d)

9.04. Corrections of Errors

{a) In the evant that a name is certified in error and the error is
discovered . before one of the named applicants is notified that he or she is
appointed, the erroneous certification will be withdrawn and a correct
certification made., If a certification is to fill more than one position,
only that portion of it pertaining to positions for which applicants have not
been notified that they are appointed will be withdrawn,

{b} In the ‘event a name is certified in error and the error fis
discoverad after one of the named applicants is notified that ne or she 7is
appointad but prior to the effective date of <the appointment, the
certification and appointment will be withdrawn as in {a) above unless:

1. Acceptance of the appointment causad the named applicant to change
his or her place of residence. -

2. Acceptance of the appointment caused the named applicant to. resign
from a position that cannot be regained,

(c) In the event a name is certified in error and the error is
discovered after the effective date of the appcintment of one of the named
applicants, the appcintment shall continue.




Sec. 10.07%

Section 10. Appoiniments

10.01. Appointees in Positions Added to the Classified Service

{a) When additional state agencies or-parts of state agencies ares added
to the classified service by executive ¢fder of the Governor with the consent
of the fdoimifgigs Board and the ap901wt7ng authority concerned, and when
additional county or municipal agencies are added to the cIassw‘ued servica
by agreement between the local government and the Director with the approval

f the {gnif32idn Board, a date for the adqi+1on shall be fixed by agreement.

(b)Y Al appoﬁntments made on and afuer that date to the positions added
to the classified service shall be made in azccbrdance with _these rules.

{c) A persaon employed in such a position continuously for six months im-
mediately preceding that date may take a qualifying examination administered
by the Director and may be given a probationary or permanent appointment in
the position if he passes the examinaticn., If so recommended by the appoint-
ing authority, he may be admitted to such an examinpaticn regardiess of the
minimum gqualifications for the class to.iwhich tRe position §s allocated.
Such quaTifying examinations shall be held within six months after the date
of addition of The position %o the classified service. Such examinations
shall include appropriate written and performance Lesis where such tests are
inciuded in open-competitive examinations for the c¢lass, An employee who
fails to pass the qua11fy1ng examination shall be separated within thirty
days after the examination unless there are no available eligibles on the
register for the class, in which case his employment may be continued but he
must be separated w1thin th1rtj cays after certification of available
gligibles, L

(d) A person employed in such & position for less than six months
preceding that date of affiliation shall be separated within thirty days af-
ter that date unless there are no available eligibles on the register for the
class, in which case his employment may be continued but he must be sgparated
within thirty days after certification of available eiigibles, provided, how-
ever, Lhat he may be given 2 probationary appointment if he has passed an
open-competitive "examination foF the c¢lass and is within reach on the regis-
ter for certification and original appointment.

{e} In making the appointments provided for in Section 10.01(c) and (d)
of this rule it shzll be optional with the appointing authority whether to
count emplaoyment in the agency immediately prior to such appointments as part
or all of the probationary period reguired under Section 11 of ithese rules.
The appointing authority shall promptly report to_the Director his decision
on this matter for the regords.
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Sec. 10.02

Section 10, Appointments {Cont'd)

10,02, 0riginal Appointments o

fa) A11 original appointments to positions exclusivé of exempt positions
shall be made in accordance with this rule. Selecticn shall be made for each
position from the fijé fhighdst A#&iTABJé top ten names or any perscns scoring
at or above the ninetieth percentile on the register, as determined by

Seccion 8.02 exclusive 0f Ethe names of those who failed o answer or who
declined appointment or of those names to wnom the appointing autherity
offérs an objection in writing basad on Section 7.04 which objection fis
sustained by the Direcior with the approval of the férmissisn Board.

(b)Y In selecting persons from among those certified, the appointing
authority shall be permitted to examine their applicaticns and reports of
investigations and to interview them. Final selection shall be reported 1in
writing by tha PEridnnél BFfi£#r appcinting authority to the Director.

(¢} If the eligible seiected declines the appointment, evidence of"
declination and other such data shall be transmitted to the Director for
permansnt record. An eligible may be considered by the Director as having
declined appointment if he fails to repiy after five days in addition to the
time allowed for ifransmission of letter and return of reply, or 48 nours, if
notified by telegram. 1If an eligible accepis an appointment but fails to
present himself for duty at the time and place specified without giving rea-
sons for delay satisfactory fo the appointing authority and the Director, he
shall be deemed to have declined the appointment.

10.03. Provisional Appointments

{a) If, in the opinion cf the appeinting authority, there are urgent
reasons for filling a position and there are fewer than three available
eligibles on the register established as z result of an examination for the
position, and no appropr1aue promou1ona1 register or other apprcpriate
register exists, the appointing authority may submit to the Personnel Officer
the name of a person to fill the position pending examination and
establishment of a_ register. If such person's gqualifications have been
certified by the Director as meeting the minimum qualifications as ZXo
training and experierice for the positicn, such person may be provisionally
appointed to_ fill the existing vacancy until an appropriate register 1s
astablished and appointment made therefrom. No provisional appointment shall
be made until the pasition has been classified and minimum gqualifications
established therefore  in _accordance _ with_  this  rule. No provisional
appointment shall be continued for more than thirty days after an appropriate
register has been established for the class of position and in no event for
more than & months from._the. date of . appointment, nor shall successive
provisional appointments of the same person be permitted, nor shall a
position be filled by repeated provisional appointments,
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Section 10. Appointments {Cont'd)

{b) A pericd of provisional appointment Mmay apply toward completion of
the probaticnary period only for that part served continuously, in the same
class, and immediately pricr to an original zppointment. Employees not cov-
ered by Section 10.02 of this rule and all appointments made without register
subsequent to the effective date of this rule but prior to the helding of
examinations shall be regarded as provisional appoiniments.

10.94. Intermitient Appowntments .

{a} The Director shall prepare lisis, composed of the names of persons
who have Dbeen permanent, probationary, or temporary employees appointad in
accordance with this_ rule for at” least three months, Such lists, arranged
according to classes of positions, shall be known as reservé'ﬁﬁﬁis If the
work of the agency demands the services of a person for intermittent periods,
the appointing authority may select a person from a reserve 1ist for a c]ass
of position. An appcintment may be made teo a vacancy in the specific class
of position for which the reserve 1ist was established, as well as fto a va-
cancy in a lower class cf position, without regard to the standing of the
persons on the raserve 1ist, and without prior clearance with the Director.
An intermittent appointment to & higher cJass of position, however, shzall not
be made from any list of a lower class of position. When the reserve lists
become exhausted, appo1ntments shall be made in accordance with other provi-
sions of th1s Section,

(b) The Director shall alsc prepare Tists of names of perfons who have
successfuily passed an examination for the Intermittent positions. Such
Tists shall consist of the names of the successful candidate arranged in the
order of final scores an the examination. Selection shall be made for each
position from the five highest available names on the list. Once a person
has received an intermittent appointment in accordance with this paragraph,
he may be given successive intermitfent appo1numenus wwthout regars. to stang-
ing on the 1ist.

(¢) In no case shall__intermittent employment of an individuzl continue
for more than six months in any twelve-month period beginning with the date
of the original intermiiient appointment.

10,05, Emergency Appointments-In the event of an emergency which re-
quires Tmmediate addition of personne1 With such urgency that Appoiniment un-
der other provisiocns of these rules is not feasible, the app01nt1ng authoricy
may make an emergency appointment without regard to otfher provisions of thess
rules. In no case _shall a person be employed under emergency appeintment for
more than 30 calendar days during any_twelve-month period. The Personnel 0f-
ficer shall immediately réport each emergency appointment to the Director in
writing with explanation of the nature of the emergency.
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Section 10, Appointments {(Cont'd)

10,06, Temporary Appeointiments-If an employee is nesded for a temporary
period, a certification shall be made by the Director of the names of those
eligibles in the order of their places on an approprizte register who have
indicated willingness to accept temporary employment,., Certification shall be
made in the manner as prescrited fn Section 3. Appoiniments shall be mada in
the same manner as prescribed in this rule for probationary appointments.
The duration of a temporary appointment shall be limited to the period of the
need and in no event shall a temporary appointment continue for more than 6
months in any twelve-month period. The acceptance or refusal of a temporary
appointment shall not affect an eligible's standing on a register or nis
eligibitity for a probationary appointment. Successive temporary appoint-
mants to the same position shall not be made nor shall an empleoyes recsive
continued temporary appcintments. '

10.07. Posting of Job Openings-Whenever a job opening occurs in the
classified sarvice, the appointing autherity shall post a notice within the
building, facility or work area and throughout the agency that candidates
will pe considered to Till the Job opening, The posting of the notice shall
be at least ten (10) working days befors making an appointment te fill the
Jeb opening., The notice shall state that a Job opening has cocurred,
describe the duties fo be performed, and fhe classification to he used to
fi11 the job opening.

(a) The tarm Jjob opéning refers to any vacancy to be filled by original
appcintment, promotion, demotion, Tateral class change, reinstatement, or
transfer. )

(b) The posting notice shall include a des¢ription of the duties to be
performed by the person selected, the minimum gquaiificetions for the
pecsition, the job classification to De used in filling the Job opening, the
salary level or range that will be congiderad, and the Jjob iocation.

An established closing date, if any, for the receipt of applications
shall aliow sufficient time to ensure that the job wvacancy circulation has
been posted throughout the agency for ten (10) working days. The naming of
an individual to fi171 the position is the appointment and is not altered by
the fact that the individual will not assume the duties until a later date,
Therefore, the agency shall not make an appointment to a position prior to
the deadline for receipt of applications as listed on the posting.
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-

Section 10. Appcintments (Cont'd)

(d) The appcinting authority shall give due consideraticn of those
employees who apply for the posted vacancy.

{e) Any employee in the classified service whec believes that the
posting time and notice requiremants of this Secticn have been violated or
who s denied consideration for the Job opening shall have the right to
initiate a grievance as provided for in Chapter Z29-6A of the West Virginia
Code, as amended. (See Appendix A or State Employee Grievance Handbook).
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Section 11, Protationary Period

11.01, Nature, Purpose, and Duration

{a) The probationary pericd shall be a trial work period designed to al-
lTow the appcinting authority an opportunity to evaluate the ability of the
employee to effectively perform the work of his position and to adjust him-
self to the organization and program of the agency. It shall be an integral
part of the examination process and shail be utilized for the most effective
adjustment of a new employee and the elimination of those who do not meet the
required standards of work.

(b} A1l original appointments to permanent positions shall be made from
officially promulgated registers for 2 probationary period of not more than
one year, The Zévwidéidn Board shall fix the length of the probabzonany
period for each class of pesition. The appointing authority shall notify the
Director of Personnel when a probationary period has bean completed and
permanent status. has been granted. Thez provision shall not be construed to
pronibit applicaticn of time served in a provisional status to completion of
a probaticnary period, However, it shall be the reasponsibility c¢f the
appointing authority to state in writing at the time permanent status is
being granted that such time served in a provisional status has been applied
toward completion of a probationary periocd. Permanent appoiniment of a
probationary employee sha11 begin with the date ending the probationary
pericd, - S A b .

11.02.'C0nd1t10ns Preliminary to Permanent Appointment

{a) Four weeks prior 'to the end of the probationary period, the appoint-
ing authority shall obtain from the probaticnary employee's supervisor a
statement in writing recommending that the employee be continued or not be
continuad in service. This statement shall include an appraisal of the value
of the emnlayee's. services and shall include a service rating upon a form
prescribed by the Director of Personnei. In the event it is determined thet
the services of the emplioyee shall be retained, the Personnel Officer shall
notify the empicyee and the Director of Personnel of the action nc later than
the last day of the probationary pericd. In the event it is determined that
the emp?ovee s services are to be terminated, the employee shall be notified
of the action in writing at least 15 days in advance of the daue his services
are to be terminated, _

{b) In the event the appointing authority takes no action on the status
of a probationary employee before the expiration of the probaticnary period,
either to retain or terminate, the zmployee shall be considered as having at-
tained permanent status.  In the event the appointing authority notified a
probaticnary employee that his services are to be terminated, and if said ro-
tice is given before tha datfe that would have otherwise been the last day of
the probationary period but less than 15 days in advance of that date, the
probationary period shall be extended 15 days from the date of the notice.
The last sentence shall ﬂOL app]y to emp!oyees serving a 12 months probation-
ary period. :
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Section 11. Probationary Period (Cont'd).

11.03. Promotions during Preobation-The serving of a probationary period
shall not, of 1tself, orevent an employee fTrom being promoted toc a position
in a highe" class, provided he is certified from an appropriate register for
such higher class of position in accordance with the provisions of Section 9.
If, within the above-mentioned limitaticns, an employves s promoted in this
way during a probationary period, the probationary period for the class of
position Lo which he is promoted shall begin with the date of appointment to
such Yatter class of position,

11,04, Demotions during Probation-The serving of a probationary period
shall not, of itself, prevent an employee from being demoted to a poswo.on in
a lower class, prov1ded he meets the minimum gqualifications of the lower
class, However, such action may not be taken until the employee has been
presented with the reascns in writing and has been given a reascneble time to
reply thereto in writing, or to appear personally and reply to the head of
the department or his deputy. Neither shall such action be taken prior to
completicon of one-third of the probaticnary periocd, and the probationary pe-
riod for the class of position to which the employes is demoted shall begin
with the date of demotion,

11.05. Transfers during Probation-An employee shall not be transterred
during his probationary period to a positien in another c¢class for which a
register exists, nor may an employee, certified to a vacancy in a local of-
fice on a s;r1ct1y local-aréa basis fn accordance with the orovisicons of Sec-
ticn 9.03, be transferred from that Jocal office to any pther office or class
for which a2 register exists until at least 60 days after his appointment from
the Tocal area register, - T T T

- 11.06, Dismissal during Probation

(a) If at any timé during the probaticnary period, it is determinad the
services of the employea are unsatisfactory, the employee may be separated
from the service, but such action shall take place only after the person to
be discharged has been presented with the reasons for such discharge or
reduction stated in writing, and has been allowed & reasonable time to reply
thereto in writing or upon request to appear personally and reply to the head
of the department or his deputy., The statement of reascns and the reply
shall be filed as a public record with the Director. HNotification of the
termination of his services shall be given to the employee 15 calendar days
prior to the effective date of his release, and no further salary shall be
paid to him except in payment for accrued annual leave. Fifteen days notice
shall not be required for employees in certain classes where the Zoamiggicy
Board holds by formal action that the public interasts are best served by
withholding such notice, and shall be at the discretion of the appointing
authority Tor employees in any class when the causs ¢f dismissal is gross
misconduct, T
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Section 11. Probationary Period (Cont'd)

(b} The Director, with the approval of the Z@adwmigsipf Board and after
consultation with the appointing authority, may restore the name of a proba-
tionary appointes whose services have been terminated to the register from
which he was certified, in accordance- with procedure described in Section
13.08, but the Director shall not in the future certify the name of such per-
son to the same appointing authority from the same register,
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Sec. 12,01

Section 12. Promotions, Demotions and Transfers

12.01. Method of Making Promotions

{a) Whenever practicable and in the best interest of the service, a va-
cancy will be filled by promotion, aft®r consideration of the eligitie perma-
nent employees in the agency or in the career service upon the basis of
demonstrated capacity and quality and length of servige, In filling vacan-
cies, an effort shouid be made to achieve a balance between promotion from

within the service and the 1ntr0duct1on into the service of qua11f1ed new em-
ployees, -~~~  _ B e e ——

(b} A candidate for promoticn must be certified by the Director to pos-
sess the qualifications for the pusition as set forth in the specifications
for the class of position for which he is a candidate, and he may be required
by the appointing authority to qualify for the new position by promotiona)
competitive or non-competitive examination administered by the Director,

12.02. Promotion by Competitive Examination

(a) If it is determined by the appointing authority to fill vacancies in
a particular class of pesition by promotion competitive examination, such ax-
amination snall be given under the direction of the Director. An employee to
be eligible to compete for promotion must have permanent status and must meet
the minimum qualtifications as to training and experience for the class of po-
sition. A promotional competitive examination shall consist of any combina-
tion of tne following: written tests, ratings on training and experience,
avaluation of recorded sesrvice ratings and sericrity, perfcrmance tests and
cral examinations. Thne combinaticn in each case and procadure for the deter-
mination of the passing grade shall be announced by the Director +in advance

the examination, and shall take into consideration approved practices.

{b} All empioyees who receive a passing grade shall be p1aced on a
prometional register for the class of posjtion in order of their examinaiion
ratings. .

(c) If a promotional and an original register exist, the same number of
names shall be certified from each register in accordance with Section 9.
The appcinting authority may make his selection from the names submitted from
either register, giving such preference to present emplioyees as the good of
the service will permit.

12.03, Promotion by MNon-Competitive Examination-If it is determined by
tne appointing authority to 111 a vacancy by a non-competitive promotional
examination, an employee prpos@d for prémotion shall be examined by the Di-
rector in accerdance with Section 12.02 of this rule, and if found to qualify
for the class will be s¢ certified by him. N ' S
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Section 12. Promctions, Demotions and Transfars

12.04. Demotions-A permanent employee may be demoted for cause after the
persan who is to be demoted has been presented with the reasons for such re-
duction stated in writing, ard has been allowed a reasonabls time to reply
thereto in writing, or upon request to appear personally and reply to the ap-
pointing authority or his deputy. The statement of rezsons for the demotion
and the reply shall be filed with the Director of Personnel. A prebaticnary
employee may be demoted as provided for in Section 11.04 of this rule.

12.05, Transfers

(2) Except as otherwise provided in Section 11.05, a transfer of an em-
ployes from a position in one organizational sub-division of an agency to a
position "in the same or comparable class in another organizational sub-divi-
sion of the same or ancther agency may be made zt any time by the appointing
authorities concerned. In the case of inter-agency transfers, annual and
sick leave and all seniority rights shall be transfarred with the employee,

(b) A1l finter and intraz-agency transfers witnin a class shall be re-
perted to the Director on appropriate forms at the time of the transfer.
Transfers to comparadle classes shall require prior approval of the Director
who shall require that the employee must meet the minimum qualifications &f
the new class, o T ) '

12.06, Posting Requirements

The vacancy posting requirements described fn Section 10.07 of this
ruie shall apply to all classified position vacancies except demotions with
prejudice: and/or transfers for cause, regardless of the means used to fi1)
such vacancy.
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Section 13. Separations, Tenure and Reinstatement

13.01. Resignations-An empioyee who resigns shall present the reasons
therefor in writing to the dppointing @uthority. A copy of the resignation
shall be forwarded by the agency to the Directeor of Perscnnel and shall be
recorded by him, If a written rasigration cannol be obtained, the appointing
authority shall notify the Director of Personnel of the separation of the em-
ployee and the circumstances.

13.02. Dismissals-The appointing authority, fifteen {15) calendar days
after notice in writing to a permanent employes stating specific reasons
therefor, may dismiss any employee for cause. The employee shall be allowed
a reasonable time to reply thersto in writing, or upon request Lo appear par-
sonally and reply to the appointing authority or his deputy. The reasons for
dismissal and the reply shall be filed with the Director of Personnel, Fif-
teen days notice shall not be reguired for employees in certain classes when
the public interests are best served by withholdirg such not1ce, and shall bs
at ths discretion of the appointing authority for employees in any class when
the cause of dismissal is gross mwsconduct

13.03. Suspens1on-The___anntwﬂg author1ty may, upon oral notice con-
firmed in writing or by written notice, suspend any emETﬁyéé"ﬁﬁfhdbt pay for
cause or to conduct an investigation regard1pg an employee's conduct which
has a job related adverse impact. The suspension nust be for a specific pe-
riod of tifg, except where an employge 15 the subject of an indictment or
other cr1m7na? proceeding, The person being suspended shall be allowed a
reasgnable time to reply thereto in writing, or upcn request to appear
personally and reply to the appointing authority or deputy. The appointing
authority shall file the statement of reasons for suspension and the reply
with the Director of Personnel.

123,04, Layoff

{(a) Wnen it becomes necessary by reascn of shortage of work or funds,
to permit reinstatement of emplcyees on the release from pericds of military
service in %the armed forces of <the United States or tc impiement the
provisions of this subsection, the appcinting authority may initiate a layoff
in accordance with the provisions of this rule. Pricr to the separation or
involuntary demotion of any amplcoyee by layoff, the appointing authority
snall file with the director a proposed plan which shall include:

1. a statement of the circumstances requiring the layoff.

2. the organizational unit{s) in which the proposed layoff will take
place.

3. a list of the employees in each class affected by the layoff in
order of retention. ; ;
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Section 13. Separaticns, Tenure and Reinstatement

(p) It shall be the duty of the director o verify the dezails on
which the lists are based and to notify the appointing authority in writing
of the plan's approval. ’

‘c) The plan folleowed by the appointing authority shall be zavailable,
upon reguest 1in writing, tc any employee or adversely affectad former
employees. . N : C_lIL_ -

(d) Organizational unit. The appointing autherity shall submit to the
Ci¥iY BEr¥ifé Cordigiiés State Personnel Board for approval a description of
the unit or units to which @ Tayofr will apply. The organization unit may be
an entire agency, division, bureau, or dther organizational unit.

(e) Order of separation. After tne number of positions to be
aholished have been determined and the crganizational unit has been approved,
the order of separation shall be applied in the following manner:

I/ ABTARLAPY SEREFALISRE FBr LR ERLIVE Adédf/

2/ 1. non-status employees in the 'same class or classes identified for
layoff in the following corder: emergency, ninety day exempt, intermittent,
temporary, provisional, and prebationary.

32/ 2. permanent employees By job ‘class on the basis of tenure as a
sermanent employse of a stafe agency oF i the classified service regardless
of job class or title. Time spent on Tleave without pay shall not be counted,
syt educational and military Teave shall be counted. g

(f) Bumping Rights. A permanent employee who is to be laid off may
request an invcluntary demotion to-any class in the prompripnad gerigd
occupational group in the same organizational unit unless the results thereof
would Dbe %o cause tne rayoif of anotner permanent employee who posseses
greater seniority than the employee who s exercising the reguest for
involuntary demotion. A permanent employee who is Tlaid off under these
provisions as a result of another employee having a greater saniority shall
have the sama_right_ofmdg@ggiggmpr”rea§signment'as provided for 1in this
procedure., Tne £ivil 3éFviff Zéddisfiph State Perscnnel Board shall develop
the Fromptigrdl 38riés for Eafh occupational groups in the classified service
hased on similarity of work and required knowledges, skilis and abiiities.
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Section 13, Saparations, Tenure and Rzinstatement

(g) Recall. Recall shall be in reverse order of the lavoff to the
class from which the employee was laid off or any lower- ¢lass in the class
serias or to any <c<lass previously held in the ogccupational group. An
employee shall remain on the recall 1ist for_ the length of his or her tenure
on the date of tne layeff or for a pericd of two years, whichever is Tess,
RYY #d#A¢iéd The agency shall first consider for reempioyment those former
employeas whose names appear on the ‘recall list far the class in which a
vacancy has occurred and no original appointment of a new employee or
reinstatement cof a former &mployee shall be made to the class until all
former empicyees on the recall list have been g¢iven first chance of refusal
for the vacancy. AA éfplayéé wro refdies gdéR 4ffef 8f réemdléymént <A4Y7
FAPFeiE ARy rigREd 19 SdBggdiénr pIALENERY AFFErE Ad prodideéd iR LRI
$igdgiion/ Any laid off employee who is eligible for recall to a position
under these provisions shall be notified by certified mail of the vacancy.
It shall be the responsibility of the empioyee to notwfv the agency of any
change in mailing address,” S s ; -

{n} Salary Reductions. for iayeff. Salary reductions resulting from
provisions of subsection shall follow the sa?arv regu?ations for pay on
demotion. {See Sectjon £.06 of this rule).

(1) Reporting. The appointing authority shall report the names of alil
employees who are to be laid off to the Cdnaifé#isdA Board in writing no later
than the date notification is mailed to the emp1oyee of such laysff. The
Zénmiggion Board shall prepare a 1ist of employees who have been laid off and
shall distribute such 1ists to appropriaté agencies where persons with Iike
skills are utilized.

(i) An employee shall have the right to appeal & layeff action in
accordance with Chapter 29, Article 6A of the Code of West Virginia, as
amended.

13.05. Llike Penalties for like Offenses-In dismissals for cause and
other punishments, 1ike penaities shall be imposed for 1ike offenses,

13.06. Tenure of Office-The tenure of office of every perﬂanen; employee
shall be during good behavior and the sab1sfactory ‘performarice™of nis duties
as recorded by his service ratwng Thns provision, however ‘shall nogt be

interpreted to prevent the release of an eﬁp1ovee'for cause, Or the release
of an employee because of lack of funds or curtailment of work, when made in
accordance with this rule, '
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Section 13. Separations, Tenure and Reinstatement

13.07. Reinstatement to Prev1ous Ciass of Dosntnon

(a) An employee with permanent status under uhe ﬂéSt Yifgfnfa Ef!,} =g
¥i¢é Bfsiém/ Division of Personnel or a comparable system cf personnel
administration existing in the agency prior fo the agency's affiliation with
the CIfi1 R#r#iéé 2y<iéd Division of Personnel, who has resigned while in
good standing or who has been released without prejudice shall be eligible
for reinstatement, provided he has been certified by the Director as meeting
the current minimum qualifications as to training and experience of the class
status of position fo which he is being appointed, Prior to making such
certification, the Directior may require such employee To pass a qualifying
examination, :

{b) Provisicnal, probaticnary, or permanent employees who leave the
state service to enter the armed forces of the United States in time of war
or naifional emergency or under compuisery provisions of law of the Unitad
States in time of peace are entitied ¢ reinstatement to their former posi-
tions or to positions of like class, seniority and pay within 30 days follow-
ing application provided that within 90 days after release from active
mititary service such employeas indicate in writing or in person o the
agency their readiness and ability to return to state employment. Veterans
hospitalized immediately on release from ithe armed services due to service-
connected disabiiities must apply Tor reinstatement within 80 days of their
release from hospitalization.

(¢) Any veteran who has been in the armed servicas of the United States
and who has been granted military leave from one of the Zi#il S@réiéeé & agen-
cies and who returns f{c the Agency may be granted all within-grade salary ad-
Justments and advancements he would have raceived had he remained in active
status in the State service, and he shall be credited with ail annual, sick,
and compensatory overtime leave accumulated and unused at the time the
mitlitary leave began., It is undersiocod that the regulations contained in
this paragraph shalil be uniformly applied to all veterans within an agency
having had military leave and who return to the agency.

éhdiglJL${/ ( 13.08. Reinstatement to Re91ster

(a) A person who has nad his name withdrawn from a register at his re-
quest may Have his name reinstated on the current?y effective register for
the same posizion class provided the original register is still in effect and
further provided that it has not exceadad a pericd of three years, His rank
on the register shall be determined by nhis final earngd examination rating,

(b} Reinstatement to a registar as provided for in the foregoing para-
graph snhall be subject to the following ECondition:

1. The person petitioning such reinstatemant shall maka his reguest of

the Director in writing and shall furnish whatever information the Dired-
tor may regquire, _ ' -
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Section 13. Separations, Tenure and Reinstatement

2. Mo person may De reinstated to a register whe does not satisfy the
current minimum qualifications for the positicon class for which the regis-
ter is maintained, The Director may reguire that such a person pass an
appropriate examinatiecn in the case of positicn classes requiring special
skills. , ,

3. Nc person may be reinstated to a register from which he has been or
may be disqualified under any one of these Zigfii 2érfié# Division of
Personnel Rules: Section 7.04, Section 8.03, or Section 9.02.
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Sec, 14,01

Secticon 14, Appeals

14,01, Appeal for Examination Rejection

{a) Appeal Reguest-Any applicant whose application for examination has
been rejected may appeal to the ¢édwiisdisn Board for reconsideration of his
qualificatiens, The Cgddig£74r Board shall ccnsider such appeal if submitted
in writing and served not later than fifteen (15) calendar days following the
date the rejection notice was posimarked., Pending the outcsome, of the written
appeal, applicants may be admitied to, an examination. Admission to an
axamination under such circumstances shall not constitute assurance of a
passing grade with respect to the other portions of the examination process.

{(b) Decision-Within thirty (30) calendar days after a properly submitted
appeal 1is receivad, the Director shall report the decision of the Zomwiggipn
Board in writing to the applicant. The Cgwwiiggdigr Board shall determine that
uniform rating or review procedures have been applied, A rating in any part
of an examination shall not be changed unless the fg¥nis£idr Board finds that
an error has been made, Any correction rasulting from the appeal shall not
affect "2 certification or appointment which has aliready been made from a
register.

14.02. Appeal for Removal from Register

(a) Appeal Request-Any person whose name has been removed from a
register allegedly for reasons specifiad in these Rules may appeal to the
fédmig3idy Board for reconsideraticn, Such appeal must be filed in writing
with the Director within fifizen (15) calendar days after the date on which
notification to the applicant was postmarked. Such appeal shall state the
reasons why the applicant should not be removed from the register,

(b) Decision-The Zdw@i$gidd Board shall review all relevant information
to determine 1f the action appealed was taken in accordance with the Rules
and Reguiations. Within thirty (30) calendar days after a properly submitted
appeal 1is received, the Diractor shall report the decision in writing to the

appiicant,
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Sec. 15.01

Section 15, C(lassified-Exempt Service

15.01. Classification Plan for the Classified-Exempt Service-Upon the
recommendation of tne Director, tne [@wmisiigR Board snall zdopt and make
effective & classificatici plar for the classified-exempt service. This plan
shall be so develcped and maintained that all positicns sufficiently similar
with respect to type, difficulty, and responsibility of work are included in
the same class and are filled by the same means of recruitment., The plan
shall be based on an analysis of the duties and responsibilities of esach
positien, and each position shall be allocated By the Director of Perscnnel

toc its proper class in the plan,

15.02., Reoort of Duties and Responsibilifies-fach appointing authority
shall report to the Director the establishment of new positions or any mates-
rial changes in the duties and responsibilities of existing positions in the
classified-exempt service. " The Director may at any time require the appoint-
ing authority to submit a statement of the duties and responsibilities of in-
cumbents of any positien in the classified-exempt service.

15,03, Report of Employees-The appointing authority shall, on the appro-
priate spacified torms, report to the Director any changes 1n class title,
pay, and status of any empToyee in the classified-exempt service.

15,04, Certification of Names for Filling Vacancies-If an appointing au-
thor1ty wishes to request names of applicants for consideraticn for empToy—
ment in the classified-exempt service, he shall make the reguest on appropri-
ate forms specified by the Director. To reduce the impact on hiring in clas-
sified service, the Director may send names irraspective of order of scores
and may delay filling such PEQJESL until certifications for the classified
service are complete, In ne event shall a <¢lassified service vacancy bDe
filled from a certification prepared for a classified-exempt service vacancy.

15.05. Request for Reconsideration-7 ‘he employee affected by the
allocation of a position Lo a class may file with the D?rector a written
request for reconsideration and shall be given & reascnatle opportanby to be
heard by the Director. The tinterested appointing autheority shail be given
like opportunity to be heard. The zppeal of a classification action shall be
submitted in writing within fen (10} calendar days of the effective date of
the ClassSificacion action. JPii0W LIRE Proceéduiré EstaPliinéd i1X_JReffign pil/

87 Inig fe1EL
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Sec. 1

Section 16. Attendance and Leave

in compiiance with Chapter 21, Article 5C; Chapter 2, Article 2; and
Chapter 29, Article 6, Section 10, of the Code of West Virginia, as amended,
the following regulations shail appiy to classified employees.

16,01, Official Holidays

In accordance with Chapter 2, Article 2, of the West Virginia Code, as
amended, c¢fficial holidays are Wew Year's Day, first day of January; Wart*n
Luther K1ng s.Birthday, third Monday of January; Lincoln's Birthday, twelftih
day of February; Nash1ngton s B1rbhday, third Monday of February; Memoria)
Day, 1ast Monday in  May; West Virginia Day, twentietnh .day ofjune:
Independence "Day, fourth day of July; lLaber Day, first Monday of September;
Columbus Day, second Monday of Uctober: Vetarans' Day, elaventnh day of

November: Thanxsg1v1ng Day, fourth Thursday of November:” Cnristmas Day,
twenty-fi1fth day of Decemberi any day 1in which an election {Primary or
Gereral) is held tnrougnout the State, and such other days as the President,

Governor or other duly constituted au*hor1uy shaill rpreclaim to be Tega?
holidays. - —

When a holiday falls on a Sunday, the following Monday shall be observed
as the offitial holiday. When az heliday falls on a Saturday,,the pravious
Friday shall be observed., When Christmas or New Year's Day occurs on
Tuesday, Wednesday, Thursday, or Friday, the last half of the scheduled work
day immediately preceding the holiday will be given as time off, It 1is-
recognized that some agencies must modify holiday schedules to accommodate
around-the-clock shifts or other special needs. Each agency should notify
employees in advance of alfered holiday work schedules and should schedule
alterad holidays on days as close as possible to the normal holidays.

Agencies shall make reascnabdble accommodation to an employee's religious
holidays as required by law.

16.02. Acency Work Schedules-Fach appointing authority shail esstabiish
the work schedule for the employees cof his agency. The work schedule shali
specify the number of hours of actual attendance on . _duty for full-time
employees ‘during” a workweek, the day and time that the workweek begins and
ends, and the time that esach work shift begins and ends., Such work schedules
and changes thereto must be submit ed to the Director within fifteen (15}
calendar days after employees commence work under the schedule,

15,03, Annual Leave

(a) Amount, Accruzl-fxcept as otherwise noted in these rules, each em-
ployee shall bde entitled to annual Teave with pay and benefits. The tahle
below 1lists rates of accrual according to the employee's lengih of service
category and the number of hours of annual leave that may be carried forward
from one calendar year to dnother, Annual leave cannct be accrued for nours
warked beycond the normal work week,
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Sec. 16.03

Sectien 16. Attendance and Leave {Cont'd)

Length of Service Category _ Accrual Rate Carry-forward Hours

Less than 5 years of reguiar 05759 hour per hour paid 240 hours
employment N

5 years but less than 10 f';05923 hour per haur paid _ -240 hours
years of regular employment

10 years but less than 15 08077 hour per hour paid 280 hours
years of regular employment LT '

15 years or more ~ 77 09231 hour per hour paid 320 hours

(b} Service to Qualify

1. Qualifying service for length of service category (Section 3.1) is
based on State employment in an agency covered by Ei#i] 3ér¢iééf Division
of Personnel. —_—

2. Credit may also be given for gthar State empicymenti not in a covered
I47Y Pér#i¢é Division of Personnel agency if requested in writing by the
zpoointing authority of the covered agency and the executive or
administrative head who is the lawfully delegated authority in the non-
gI47Y Bérdicé Division of Personnelagency and approved by the Director of
Parsonnal, - B ' '

{c) Requasting, Granting-Accrued annual Teave shall be granted at such
times as will not materially affect the agency's efficient operztion. The
employese shall request annual leave in advance of taking such leave except as
ncted elsewhere in this Section. Annual Teave may not be granted in advance
of the employee’s accrual of such leave., Agencies are encouraged to grant
annual leave when hazardous conditions make going to and from work difficult,

{d) Coverage -

1. Annual Teave shall not be accorded temporary, 30 day emergency, per
diem, or 9C-day exempt employees. -

2. Annual leave shall be accorded provisional, intermittent, irregular
part-time and tempcrary (appointad from the register) empleoyvees. Such
Teave must be Zaken prior to the expiration of the period of apooirtment
uniess 7nmed1ately fo]iowem by an appo1ntment from Lhe regasLer or be |or-
feited. ' " T T )

3. Annual leave accorded part-time employess shall be computed 1in
proportion to hours worked based on the proper length of service category,

(e} Minimum Charge-The minimum charge against annual leave may be one
half (1/2) hour. Additional leave may be in multiples of a half hour.
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Section 16. Attendance and Leave (Cont'd)

{f) Separation From Employment-An employee who separates from employment
for any reason snali be paid tor ail accrued and unused annual Teave. Annual
Jeave does not accrue, salary adjustments shall not be given, and payment
shall not be made for holidays which occur after the effective date of
separaticn or last day worked during the notice-period. Such payment shall
be made according to cone of the following methods:

1. An employee may elect to be paid in bi-monthly instaliments as if
employment were continuing until the pay peried during which the accrued
annual leave is exhausted, If the last day for which separation leave
payment is due falis before the day on whigh the pay period ends, separa-
tion leave payment for thoss days within that pay pericd shall be calcu-
Tated using the daily rate for the month in which the last day on payroll
occurs. Employees in positions allocated to job ¢lasses assigned to an
hourly pay schedule or per diem pay schedule approved by the IgWniggidd
Board shall be paid according to those standard procedures,

2. Any eligible employee as defined in §5-5-1 of the West Virginia
Code as amended, who is separated from employment by resignation, layoff,
dismissal, retirement, death, or terminaticn, may be paid in lump sum, at
their option, for “accrued and unused annual Teave., Separation leave
payment for an employee who selects a Tump sum payment shall be caiculated
using the daily rate of pay for the month(s) or portion of the month which
the accrued and unused annual Tleave covers. Emplcoyees fn positions
allocated to™ job classes assigned to an hourly pay schedule or per diem
pay schedule approved by the Zgmfiissién Board shall be paid according To
those standard procedures., The lump sum payment shall be made by the time
of what would have been the employee's next regular pay day had his
employment continued. No deducticns may be made for contributfons toward
retirement from the lump sum payment.

3. An employee who retires may elect not to receive payment for any or
all accrued annual leave and may apply the balance towards extended insur-
ance coverage under guidelines establisned by the Public Employees Insur-
ance Board or to acquire additional credited service in the retirement
system.

{g) Transfer of Annual Leave

1. When a covered employee transfers from one agency to another, all
seniority rights and accrued annual leave shall be transferred., Tne
previous employer must provide written documentation of the empioyee's an-
nual leave balance to the other agency within thirty (30) calendar days
after the empldyeé coffimences work,
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Sec. 16.03

Section 16. Attendance and Leave {Cont'd)

2. AL the discretion of the appointing authority, annual leave accrued
while in emplcyment as defined in Section 16.03(b)2 may be transferable to
overed agency empicyment.

{n) When Sick Leave Exhausted~For iliness of an employee, when the
employee's sick leave and compensatery time are exhausted, or for illness
in an employee's immediate family when the sick leave a11owance of 40
hours per calendar year is exhausted, an employee who requests utilization
of annual leave under this Section must be granted any or all accumulated
annual leave, provided the employee's illness or the reasons necessitating
the prasance of the employee with his or her family are verified by a
physician's statement in casas in which the Teave éxtends beyond three
working days. The immediate family shall be understood to include only
the employee's father, mother, son, daughter, brother, sister, husband,
wifte, mother-in-1aw, father-in-Taw, son=-in-1aw, daughter-in-1aw,
grandfather, grandmother, grandchildren, stepmother, stepfather, and
stepchiidren, - '

-16,04, 5ick Leave

(a) Accrual- -Except as otherwise provided fn this section, each
emp1oyee shall receive accrued sick leave With pay and heneflts. Sick
leave is computed on the basis of .06923 hour Teave per hour paid not to
exceed the normal work week. There shall be uniimited accumulation of
sick leave.

(b} Coverage

1. Sick Teave shall not be accorded ;emporary, 30- day emergencv 90-day
exempt, or per diem employees.

2. Provisional, temporary {appointed from the register), irregular
part-time and intermittent employees shall accrue sick leave. Such leave
expires at the termipation of the period of employment uniess immediately
followed by an appointment from the ragister,

3. Part-time, probationary, and permanent empicoyees shall accrue sick
lTeave with pay and benefits on the basis of .06323 hour leave per hour
paid {not tc exceed forty (40) hours paid per week).

{¢) Minimum Charge-The minimum charge against sick leaye may be one nalf
(1/2) hour. Adcitional Teavé may De tharged in multiples of cre half (1/2)
hour.

{d} Maximum Charge-The maximum charge against sick leave will be ore
work year per substantially cpntinuoygs dbsence after which time the employee
should consider disability retirement. The appointing authority may at his
discretion grant additional accrued sick leave,
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Sec. 18,04

Section 16. Attendance and Lesave (Cont'd)

(e) Separation From Service-Sick leave does not accrue, salary adjust-
ments shall not be given, and payment shall not be made for holidays wnich
occur after the effective date of separation or last day worked during the.
notice period,

1. Retirement~-Unused sick leave may be used to purchase extended
insurance coverage upon retirement under guidelines established by the
Public Employees Insurance Beard or to acquire additional credited service
in the retirement system.

2. All Other Separations-All accumulaied sick leave shall be cancelled
as of the effective date of separation of efployment or last day worked
during the notice period, If the employee returns to work within twelve
(12) calendar months all lost sick Teave shall be restored. However, if
the employee returns to werk after more than twelve {12) calendar months
from the effective date of separation of employment, no more than thirty
(30) days of TJost sick leave shall be restored., If an employes is
recalled from a Tayoff all Tost sick leave shall be restored.

(f) Granting-Accrued sick leave shall be granted to employees for the
following reasons: 7~~~ — T Eo oo e o o '
1. Iliness-Sick Teave may be granted in the event of an illness of, or
injury to, an employee which Tncapacitates him from performance cof his du-
ties. An employee who elects not to utilize sick leave under this section
must apply for a medical leave of absence without pay under Section
15.08(b}.

2. Death in the immediate family of the employee-This provision shall
be understood to include 3 days; and the immediate family snhall he under-
stood to include only the father, mother, son, daughter, brether, sister,
husband or wife, mother-in-law, father-in-Taw, son-in-law, daughter-in-
law, grandmother, grandfather, granddaughter, grandson, stepmother,
stepfather, and stepchildren.

3. Exposure to Contagious Disease-Exposure to contagious disease when a
physician determines and states in writing that the employee's presénce on
duty may jeopardize the health of others.

4. Pregnancy-An incapacity dus to pregnancy shall be charged to sick

leave under the same conditions applying to any illness,

5. Routine Medical Appoiniments-Employee-Routine dental and medical
appointments for treatment or examination of the employee mey be charged
to sick leave,

6. Iliness and/or Rdutine Dental and Medical Appointments-Immediate =
Family-Absence for_iliness or routine dental or medical appointments in an
employee's immediate family may be charged to accrued sick leave, not to
exceed 40 hours per calendar year,
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Sec, 16.04

Section 16, Attendance and Leave {(Cont'd)

{g) Physician's Statement

1. Immediately upon return to work, an employee shall furnish a written
statement from the attending physician for ail consecutive days of sick
leave granted beyond three working days., The physician’s statement shali
specify the peried of incapacity and state that the employee was unable to
perform nis Jjob. In the absence of the physician's statement, annual
leave shall be charged for the entire period. For extended pericds of
sick leave, a physician’s statement confirming the necessity for continued
Teave must be submitted every thirty (30) calendar days. The necessity
for absence because of exposure to contagiocus disease must be verified re-
gardless of the length of absence.

2. The Directeor shall prescribe a physician's statement form to be
supplied_ by all agenties to its emplioyees. Use of this form s
discretionary with the agency.

{(h) Transfer of Sick Leave

1. MWhen a coverad employee transfers from one agency to ancther, all
accrued sick leave shall be transferred. The previous esmployer must pro-
vide written documentation of the sick leave balance to the other agency
within thirty {30) calendar days after the employee commences work,

2. At the discretion of the appointing authority, sick leave accrued
while in employment as defined in Sectien 16,03(bj}2 of this rule may be
transferable to covered agency employment.

(i} Illness While on Annual Leave-An employee who becomes 111 and who is
admitted to a nospital or nas medical services performed in an emerdency room
while on previously zapproved annual leave may reguest that ail or part of the
time spent in a hospital or emergency room be charged to sick leave., Tne em-
ployee must reguest such action immediately upon return to work and must pro-
vide a physician's statement or hospital statement Tisting the specific dates
of hospitazlization or emergency room services, 3Sick Teave will be chargsd
only for the pericd of time the employee is hospitalized or in The emergency
rocm. The remainder of the time must be charged fo annual lesave,

16,05, Suspected Leave Abuse-When an empioyee appears to have a patiern
of leave abuse, tne appointing authority may reguest appropriate substan-
tiation of the employee's claim for leave, for example, verification of ill-
ness of Tess tfhan three days.

16,06, Unauthorized Leave-When an employee is absent from work without
authorization for sick or annual leave, the appointing authority may dock the
employeels pay for an equal amount of time paid during which no work was per-
formed, The appointing authority must notify the employee in writing that
such acticn is being taken., Unauthorized leave shall be usaed only when the
employee fails to notify the appeinting authority, according to agency
policy, of the reascn for absence.” Such action wust be transmitted to the
Director of Personnel. ' ' ]




Sec, 16.07

Section 16. Attendance and Leave (Cont'd)

16.07. Qvertime Work and Holiday Work-An appointing authority or his
designated reprasentative may require an employee to work in excass of the
prescribed working hours or on hoiidays when such work is deemed necessary to

the public interest, Compensation shall ba made in accordance with the Fair
Labor Standards Act of 1986,

16.08. Leave of Absence Without Pay

{(a) Personal Leave-Upon application in writing to and written approval
of the appointing autherity, a permanent, probationary, or provisional
employee may be granted a leave of absence without pay for a specific period
of time which normzily should not exceed one year, A Tlsave of absence
without pay may exceed the normal one year limitaticon and may be granted at
the discretion ‘of the appointing authority based on the department's
personnel needs. Time spent by probationary employees for leaves of absence

shall not be construed as time served in section shall not be construad *o
extend the provisional period limitation.

Written approval of the appointing authority is reaquired in ail cases.
Approval of personal leave is discretionary with the appointing
except an employee shal! be entitled To a totar of
leave during any twelve month period because ¢of the birth of a son or
daughter of the employee, or the placement of a son or daugnter with tna
employee for adoption; or To care for the émployee s SOn, daughiter, spousa,
parent or dependent whe has a serious health condition.

authority
twelve wesks aof unpaig

In the case of a son, daughter, spouse, parent or dependent who has a
serious health conditicn, such family leave may be taken intermitzently when
medicaily necassary. An employee may take family leave on a part-time Dasis
and on a3 part-time leave schedule, put the perfod during which the number of
work weeks of leave may be taken may not exceed fwelive consecutive montns,

and sucn ieave shall be scheduled so as not to disrupt unduly the ooerations
0tf the emplioyer,

If a leave because of birth or adoption is foreseeable, the employee
shall provide tne employer with TwO Weeks writ.en ROLICe 0f such expected
birth or adoption. If a leave under this saction is foreseseanle because o<
planned medical <freatment or supervision, <the emolovee shall  make a
reasananlie effort to schedule the treatment or supervision 28 as no: Lo
disrupt unduly the operaticns of the employer, subject fo the aporoval of &ne
health care provider of the emplovee's son, daughter, parent or dependent;

and snall provide the emplOYyer Witn LWO We2KS writLen NoLice 6f Che Lreartment
Or supervision, )

The emplioyer may require the employee to provide certification by a
health care provider that the c¢hild, dependent, parent or empioyee has a
serious heaith condition and the date the condition commended and 1S

probable duration, and other pertinent medical jacts regarding the serious
health condition,
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Sec, 16,08

Section 16. Attendance and Leave (Cont'd)
(b} Medical Leave; Notice to Employee

1. An injured or i1l permanent employee upon written application to the
appointing authority shall be granted a medical Teave of absence without pay
not to exceed six {6) months within a twelve month period provided:

a. The employee makes application (1) no later than fifteen (15}
calendar days following the expiration of all sick Teave and compensatory
time or {2) no later than fifteen (15) calendar days following the date on
which the employee filed a claim for Workmen's Compensation or {3) within
fifteen (15) calendar days after the employee is injured or ill: and

b. The employee's absence is due to an illness or injury which fis
verified by a physician's written statement that the employee is unable to

perform his or her duties and giving a tentative date for the employee's
return to work; and

c. A physician's statement is submitted every thirty (30) calendar days
to confirm the necessity for continued leave; and

d. The disability as verified by a physician is not of such nature as
to render the employee permanently unable to perform his duties.

2. The appointing authority shall, at least 15 days prior to, if
possible but no later than five (5) days following the expiration of the
employee's sick leave, mail to the employee a written notice of the
employee's right to a medical leave of absence without pay and that the

leave be granted if the employee fails to apply within the above time
Timits.
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Sec. 15.08

Section 16. Aftendance and Leave {(Cont'd)

{c) End of Leave-At the expiration of leave of absence without pay, the
employee shall De reinstated tg his or her former position, or one of compa-
rable pay and duties, without Toss of rights, unless the position is no
Tonger available due to a reduction in fofce caused by curtailment of funds.
[f the leave of absence without pay was granted for illness, the employee
must furnish from the attending physician a certificate indicating the abil-
ity of the empicyee to return to work. The appointing autherity may permit
an employee to return to work at or before the expiration of the leave of ab-
sence at Jess .than full duty, but the terms of return shall be written and
are subject to review and renewal every thiriy (30) calendar days. Such re-
view may incliude the reguirement of additional certificaticn by a physician.
Faflure of the empicyee to report promptly at the expiration of a Teave of

absence without pay, except for satisfactory reasdns sutmitied in advance to
the appointing authority, shall be cause for dismissal.

(d) Reporting Procedures-The appointing authority must report a leave of
absenca wiinout pay to the Director of Personnel.

The appropriate forms must
include the last date on the payroll and the specific anticipated date for
return to duty. An extensicn of a leave of.absence must also be reporied.
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16,08, Imjury on the Job-In the event an employee is injured in the
course of and resulting from covered smployment, such employae may elect o
receive aithner temporary total disability bDbenefitis from the orker's
Compensation Fund or sick leave denefils Bul not both., Employees may collect
sick Jeave benefits until receiving temporary total disability benefits,
Upon receipt of such temporary total disabiiity benefits the employes shall
pay Or assign to nhis or ner emplover the temporary total disability DeneTits
received or an amount egual o the Temparary total disability benefits
recaived. tmployees shall be restorsd sick lesave time on a day ror day basis
wnich corresponds to the temporary total disability benefits paid to the
employer. i the employee fTails IO pay or assign to the emptoyer the
temporary total disability benefits received or an amount equal o the
temporary total disability benefits received, then the employer shali deduct
from the emplcyee’'s subsequent wage gayments an amount eacual to the temoorary
total disabiiity benefits received. "Upon payment of this amouni ihe employer
shatl restore any sick Jleave time taken by the employes 2as & result of the

compensable injury.
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Sec, 16.10

Section 16. Attendance and Leave {Cont'd.)

16.10. Military Leave

{a} A1l employees who are members of the National Guard or of any of the
Reserve Components of the Armed Forces of the Federal Government shall be en-
titled te leave of absence from duty witnout loss of pay, status, or effi-
ciency rating, on all days during which they shall be engaged in drilis or
parades during business hours ordered by proper authority, or for field
training or active service for a maximum period of thirty calendar days in
any one calendar year ordered or authorized by proper authcrity. The term
“without leoss of pay" shall mean that the employee shail continue to receive
his normal salary or compensation, notwithstanding the fact that such em-
ployee may have received other compensation during the same period., An em-
ployee need not exhaust all annual leave, sick leave, or compensatory time.
Furthermore, such leave of absence shall be considered as time worked for the
agency in computing seniority, eligibility for increase and experience with
the agency. . The terms of this paragraph shall not epply under the provisions
of any Selective Training and Service act, or other such act whereby the
President may order into active duty the Naticnal Guard and the Reserve
Components of the Armed Forces of the Federal Government. An employee shall
be reguired to submit an ¢fficial order from the apprepriate military officer
in support of the request for military leave above referred to,

{b} Any employee entering the U.S5. armed services in time of war, na-
tional emergency or under compulsory provisions of law of the U,S. in time of
peace must be granted a leave of absence from his service with the agency.
Upon completion of and discharge from any such armed services and within the
applicable time period described by federal statute, rule, or regulation re-
garding return o employment, the employee shall have the right to reassume
his service with the agency without any prejudice whatsoever to his status,
merit rating or standing by reason of such absence, in accordance with Sec-
tien 13.07{b) of the gAixf1 pRérgit¢ Division of Personnel Rules and
Regulaticrs. Employees shall be _ - ;
credited with all annual leave, sick leave, and compensatory time not used at
the commencement of his m111tany léave in accordance with Sectiopn 13.07{c) of
the Civil Service Rules and Regu1at1ons. This paragraph_sha]T not be con-
stryed: 7 S e e e e

{c) As an attempt to enlarge or to extend the Tength of employmeni of
any tempcrary employee or to create a definite ferm where no definite term
with respect to the position heretofore existed,

(d) As providing that the salary paid by the agency shall continue to de
paid to the employee while he is not performing the duties of his position
with the state because af such servwces WTuh the armed forces Qf Lhe United
States. B

{e) To the extent that any porticon of this section is inconsistent with
or conflicts with the reguirements of any apn11cab?e federal statute, rule,
or regulation regarding military leave or re-employment rights, the provi-
sfons of the applicatle federal statute, rule, or regu]ataon shall govern
only to the extent that this section is 1nconswsteﬂt or in conflict with such

federal statute, rule, or regulation.
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Section 16, Attendance and Leave {Cont'd)

16.11. Court, Jury, and Hearing Lsave

(a) Upon application in writing, an employee shall be grantad leave with
pay wnen, in obedience to a subpoena or direction by proper authority, he
serves upon @ jury or appears as a witness - before any court or judge, any
legislative committee, or any officer, board, or body authorized by law to
conduct any hearing or inguiry.

(b) The employee shall furnish such written confirmation of absence as
15 requ?red by the appointing authority. The empioyee shall be entitled to a
lTeave of absence with pay for the per‘od_qf_@osenca required to ge"forn such

duty. Annual leave will not be charged during the time the ‘employee is an
court, jury, or hearing leave, .

16.712. Education Laave

(a) Subsidized by Agency-An agency subsidizing advanced educational
training Tfor state emplcyees may grant to selected émnployees educational
lTeave subject to conditions stipulated by that agency. The precedures for
granting educational leave and compensatory payment shall be fiiled with the
Director of Parsonnel. Such leave shall be considered as continuous employ-
ment, except that employees while con educational leave shall not accrus sick
leave, annual Jleave, of Tompensatory time, nor shall such empioyses be
eligible for salary advancements.

{b) Non-subsidized by Agency-leave of absence may be granted for educa-
tional purpcsas. See Saction 15.08(a).

16.13. Supplementary Attendance and Leave Requlaticons-Each agency snall
prepare supplementary regulations as may be required. Copies of all such
regulations shall be filed with the Director of Personnel.

16,14, Distribution of Regulations-Each agency shall make available to
each of 1its empioyees a copy oF these atiendance and leave regulations
together with the agency's own supplementary attendance and leave
reguiations, ' : :

16.15. Leave Records-Each agency snall maintain a current Teave reccrd
of its employees’™ accrued and used leave, Fach employee shall have acgess to
nis or her ledve records subject tu the appropriate agency's established
rules and regulations, '
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Sec. 17

Section 17. Service Ratings

The Director of Perscnnel, aftar consultation with the appointing au-
thorities, and with the approval of the £o¢dfséipn Board, shall establish and
make effective a system of service ratings designed to give 2 fair evaluation
of the quality and quantity of work performed, Insofar as practicadie the
system of service ratings in the classified service shall be unifcerm. Such
ratings shall be prepared and recorded for all permanent and provisional
employees at regular intervals not to exceed twelve months, Service ratings
shall be considered Jn determining salary advancements and in makinyg
promotions, demotions, and dismissals. An employse shall bae notified of his
service rating in writing by the Personnel Officer of the appropriate agency.




- : i . ] Sec. 18.01

Section 18, Pglitical Activities

18.01. Pronibition of Political Activities

(a) Mo person shall be appointed or promoted ts or demoted or dismissed
from any position in the classified service or in any way favored or dis-
criminated against with respect tu such employment bzcause of his political
or religious opinions or affiliations or race; but nothing herein shall bhe
construed as precluding the dismissal of any employee wno may be engaged in
subversive activities or found disloyal to the nation.

(b) No person shall seek or attempit to use any peiitical endorsement in
coennection with any appointment in the classified seryice,

(c) No person shali use or promise to use, directly or indirectly, any
official authority or influencé, whether possessed or anticipated, to secure
or attempt to secure for any person &n appointment or advantage in appeint-
ment to a pesition in the classified service, or an increase in pay or other
advantage in employment in any such position, for the purpose of influencing
the vote or political action of any person, or for any consideration.

(d) No employee in the classified service or member of the Cépnigdidy
Board or the Director shall, directly or indirectiy, solicit or receive any
assessment, subscription orrtontribution, or perform any service for any po-
1itical party, committee or candidate for compensation, other than for ex-
penses actually Incurred, or 1n any manner take part in soliciting any such
assessmeant, subscription, ‘contributicn or service of any empioye2 in the
classified service. ' )

{e) Notwwtnstand1ng any otner D”OV1S’Dﬁ aof this code, no employee in the
classified service snall:

1. Use his official 'authoritj__g:_,igfluence_ for the purpose of
interferring with or aflec gng the result of an alection or a nomination
for oftice; s Cos -

2. Directly or indirectly coerce, attempt o coerce, command or advise
a state or local ofiicer or empioyee 19 pay, lend or contribute anytn*nq
of value to a party, committee, organizafion, agency Or parsin jor DO-
Titicai purposes; or

3. Be a candidate for any national or state paitd public office or court
of record; or nold any paid public office; or be a candidate or delegate
to any state or national poiitical party convantion, & mambar of any na-
tional, state or local commiilee of .2 political party, or a tinancial
agent or treasurer within the meaning of the provisions uf section tnres,
four or five-e, articie eight, chapter three of the Code of West Virginia,
as amended. 0Otner types of pariisan or nonpartisan political campaiuning
and management not 7Tnconsistent with the provisions of this subdivision
and wWith the prov1s.ons of subsection {d4) or this section, snhall oe

permitied, ) ) L

- Paye 65




Sec. 12.01

Secticn 18, Political Activities (Cont'd)

(e} Poiitical participation pertaining to constitutional amendments,
referendums, apprcoval of municipal ordinances or &ctivities snall noL be
deemed tc be prohibited by the forsgoing grovisions of tnis section.

(F)_Any classified employee who beccmes a candidate for any paid pudblic 7
office as permitted by this seciion shall be placed On & laaye OFf apsence
without pay for the period of such candidacy, commencing upon the filing of
the certificate of candidacy. If elected, such employee sShal! resign the po-
sition in the classified service to be effective noC jater tnen tne date of
assuming the elective ofiice. T ' B ' '

12.02. Application of the Hatch Act-Employees whose principal employment
involves an activity which 1s Tinanced wnolly or in part by loans or grants
made by the United States or a Federal agency are subject to appiicanie
provisions of the Federal Hatch Act., These provisions shall be made known to
classified amployees by the appointing authority concerned and compliance ad-
hered to.

18.03. Additicnal Prohibition for Highways Empioyees-No person may be
appointed or employed in any capacity by the department who s a candidate or
nolds any public office or s a member cof any political party committee, Em-
ployees of tne Department of Highways may not be a candidate for or hold any
public office or be a member of any political party committes. An empioyes
of the Department of Highways who becomes a candidate for or holds any public
office or becomes a member of any political party committee shall vacate his
position with the department immediately on the date of the filing of candi-
decy or the date of assuming the public office or the political party commit-
tea membership, : o T T o T
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Sec,

Section 19. 'Other Emploiment ' -

19

No employee shall hold cther public office or have conflicting empiloy-
ment while in the classified service. Determination of sucn conflict shall

be made by the appointing autnority and Lgnfeilgsisn Board.
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Sec.. 20 .~
Section 20, Payroll Certification

(a) No state disbursing or auditing officer shall make or approve or
take any part in making or approving any payment for persenal service to any
parson holding a position in the classified service unless the payroll
voucher or account of such pay bears the certification of the Director, or of
nis authorized agent, that the persons named therein have been appointed andg
employed 1in accordance with the provisions of this law and the rules,
regulations and orders thereunder. The Direcior may for proper cause with-
hold certification from an entire payroll or from any specific item or items
thereon. The Director may, however, provide that certification of payrclls
may be made once every six months, and such certification shall remain in ef-
fect except in the case of any officer or empioyee whose status has changed
after the last certification of his payroll. In the latter case no voucher

for payment of salary to such employee shall be issued or payment of salary
made without further certificatian by the Director.

(B} If an appocinting authority fails to comply with an order of the Com-
missicn after a hearing, he shall be personally Tiable to the appealing

employee for any salary due from the time of the final order of reinstatement
oy the Gooimiggigd Board.

(¢) If the Director wrongfully withholds certification of the payroll
voucher or account of any employee, such emploVee may maintain a proceeding

in the courts to compel the Director to certify such payroll voucher or ac-
count, ' ' - -
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Sec. 21

Section 21. Records and Reports

The Agency shall establish and maintain & service record for each em-
pioyee, showing name, title, organizational unit, salary, changes in status,
sarvice ratings, and such other personnel information as may be considered

pertinent. All personnel records shall be open te the inspection of the LémF
migsigd Board.
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Sec. 22.01

Section 22. Duties of Staté  Officers;’

Legal Proceedings to Secure
Compliance; Penalties

22,01, Duties of State Qfficers-Pursuant ta Chapter 23, Article 6, Sec-
tion 12 cof the Code, all state ofricers and employeas shall comply with and
aid in &ll proper ways in carrying out the provisions of Article 6, the
rules, regulaticns, and orders thereunder. All officers and employees shall

furnish any reccrds c¢r information which the Director or the Cguidsidd Board
may request for any purpose of Article B,

22.02. Legal Proceedings to Secure Compliiance-Pursuant to Chapter 289,
Article 6, Section 12 of the Code, the Director may institute and maintain

any action or proceeding at law or in equity with what he considars necessary

or appropriate fo secure compliance with Article 8, the rules and orders
theraunder,

22,03, Penalties-The Ei#I] JFeriiieg Cowmigsipn State Personnel Beard
adopts as itfs policy by reference theretc the provisions of Chapter 29,

Article 6, Secticn 22{b) and will enforce the policy accordingly.
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- -. Sec. 23.01

Section 23. Grievance Procadure-An employee may Tile a griavance with the
Educaticn and State Employees Grievance Board as provided for in Chapter 29- -
A of the Code of West Virginia, as amended. (See State Employees Grievance
Handbook ).
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Section 24, Training T T T T T T

24,01, Training-Each agency is respons1b1e for providing training to em-
pToyees of the agency based upon the agency's needs and resources and the em-
ployee's needs and capability, Selection of employees for training shall en-
sure equal opportunity and shalil not discriminate on the basis of race, sex,
age, religion, nationzl origin, political affiliation, handicap or any other
non-job related factors, The Director of Personnel shall make available to
the agencies technical assistance in the areas of training needs assessment,
locating training materials and resourcas, course davelopment, training tech-
niques, training evaluation and cdordination of training between the
agancies, S T I T

{a) Required Courses-The Director snall provide fraining courses on spe-
cific aspects of personnel administraticn under ZA¥i7 BEr#icé Division of
Personnel Taw and these rules and regulations, and shall designaie employees
by classification, or by duties, who must attend each type of course,

(b) General Courses-The Director shall make availadble to the agencies
training Tn knowiedge, skills and abilities which are applicable broadly in
many classifications irn "2all agencias, Emplioyse selaction for the courses

shall be consistent with established agency and ZAi¥il Eerifcé Divisicn of
Personnel nomination procedures.

24.02. Apprenticeship Programs-The Director of Personnel, or his desig-
nee, in cooperation with participating appointing authorities within each
agency shail develop and annually revise by the thiriy-first day of December
a list of employment classifications appropriate for apprenticeship training.
Each appcinting authority shall develop apprenticeship programs for approved
classes that have employees woerking in apprenticeazble ifrades which are, or
may be recognized by, the United States Department of Labor, Bureau of
Apprenticeship and Training., The apprenticeship program shall be deveiocped
and conducted in a manner that will assure meeting the national minimum re-

quirements of guality and be registered with the United States Department of
Labor, Bureau of Apprenticeship and Traininc.

Subject to the approval of the Director of Personnel, each participating
agency shall determine the iccation and positions in whicnh apprenticeships
shall be established. The Chief Administrative Officer of each agency shall
establish procedures for the coordination of apprenticeship programs devel-
oped in accordance with this section and shail provide to the Director of
Personnel, at nis regquest, information which shall include, but not be 1im-
ited to, the number of persons who applied for apprenticeship pesitions, the
number of persons accepted into tne apprenticesnip programs, the number of
persons who successfully completed and received a certificate of completion
from the Bureau of Apprenticeship and Training, the number of persons who
failed to complete apprenticeships, the number of parsons who remain emplioyed
after successfully compléting apprenticsships and a summery of characteris-
tics of applicants and participants in the program.

24,03, Apprenticeship Advisory Board-The Director cof Personnel shall
prepare and submit necessary reports to tne Apprenticeship Advisory Board es-
tablished in accordance with §29-6-17b of the West Virginia Code, as amended,
regarding the achievemenis and deficiencies of the apprenticeship program.
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Sec., 25

Section 25. Amendments o

I¥ and when it appears desirable 1in the
administration,

interests of good
the EALIA Bérvicé Coénmigsispn State Personnel
public notice amd public

, Board, after
hearing, may amend ¢the rules as 1t
necessary,

pecomes




