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Section 1. General

1,01, Scope-These regulations establish rules for the Uest Virginia
Civit Service System.

1.02, Authority-These regulations are issued under authority of West
Virginia Code, Chapter 29, Article &, Section 10,

1,03, Filing Date~These regulations are promulgated on the lst day of
November, 1988, and filed on the 1lst day of November, 1988, in the Secretary

of State's Office.

1,04, Effective Date-These regulations become effective on the Firs:
day of July, 1989,
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Sec. 2.01

Section 2. Preamble

Sec. 2,01, Preamble, The general purpose of the Civil Service System
is to attract to the service of this State personnel of the highest ability
and integrity by the establishment ¢f & system of personnel administration
based on merit principles and scientific methods governing the appointment,
promotion, transfer, Tayoff, removal, discipline, classification,
compénsation, and welfare of its Civil Searvice emplovees, and other frncidents
nf state employment. A1l appointments and promotions to positions in the
classified service shall be made solely on the basis of merit and fitness.
A1l employment positions not in the classified sarvice, with the exception of
the Board of Regents, are included 1in & classification plan known as
classified-~exempt service. '
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Sec. 3

Section 3. Definitions
Accrue: To increase or accumulate periodically or by increment.

Agency: Any administrative department of state government estahlished
by law or executive order.

Allocation: The original assignment of a position to a class by the 0i-
rector of Personnel on the basis of the kind, difficulty, and responsibility
of the work performed.

Appeal: The complaint to the Civi] Service Commission to correct or
reverse an alleged injustice done or error committed.

Appointing Authority: The executive or administrative head of a depart-
ment who 1s authorized by statute to appoint employees in the classified or
classified-exempt service. By written notificatien to the Birector of
Personnel, the appointing authority may delegate specific powers authorized
by these Rules,

Appointment: The act of hiring an applicant for employment.

Assembled Examination: An examination which, due to the testing process
used, necessitates that applicants come to a testing Tocation.

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

Carry Forward Days: The maximum number of annual leave days which can
be accredited for use as of the first day of January depending on an em-
ployee's years of tenure.

Certification: The official 1ist of eligibles given to an appointing
authority for filling vacancies.

Civil Service System: The agency responsible for the system of person-
nel administration for the classified and classified-exempt service.

Class or Class of Positions: One or more positions sufficiently similar
in duties, training, and responsibilities so that the same titles, the same
qualifications, and the same schedule of compensation and benefits may be eg-
uitably applied to each position.

Classification Action: The actions of allocation, reallocation, classi-
fication, and recltassification.

Classification Plan: The official 1ists of classes to which positions
in the classified service and classified-exempt service have been 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 class of position
which defines the class, provides examples of work performed, knowledges,
skills, and abilities, and the minimum gualifications required for
employment.

Classified Employze: An employese whose job s allocated to a class in
the classified service.

Classified-Exempt Service: Those positions which satisfy the defini-
tions fTor "class® and “classify® but which are not covered under the Civil
Service System or hy the Board of Regents,

Classifiad Service: Those positicns which satisfy the definitions for
"class™ and 'classity" and which are covered under the Civil Service System.

Classify: The process of ascertaining, analyzing, and evaluating the.
duties and responsibilities of positions to determine the number and kind of
classes existing in the service.

Commission: The Civil Service Commission as provided for in Section 7,
Articie VI, Chapter 29 of the Code of West Virginia whose members are ap-
pointed by the Governor with the advice and consent cof the Senate.

Compensation Plan: The official schedule of pay rates, the range as-
signed to each class of poasitions and the salary regulations used in pay ad-
ministration by the Civil Service agencies.

Y Tvddddds To pogtddné A APBEdY Wédring ¥9 & fuivré dérel
Covered Agency: An agency of State government or certain specific posi-

tions within &an agency either designated by law or executive order of the
Governor to be a part of the classified service.

Covered Employee: A permanent c¢lassified employee of an agency
affiliated with the Civil Service System.

Day: Unless otherwise specified, the use of "day” means a calendar day.

Décdrdns VdE gf BATTEE PEnivipr vinérn 2ppedring Befdré LA CIHIT 3éiéicé
Connizgidni

Demotion: A change for cause in the status of an employee from a posi-
tion in one ciass to a position in another class of Tower rank as measured by
salary range, minimum gualificaticons, or duties, or & reduction in an em-
nloyee's pay to a lower step in the pay range assigned to the classification.
The two types of demotions are: a) Disciplinary Demotion - A reduction in pay
or a change in classification to a lower classification due to the inability
of an employee to perform the duties of a classification or for improper con-
duct. b) Demotion Without Prejudice - A change in classification of an em-
ployee to a Tower classification or a reduction of pay due to work necessity.
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Sec. 3

Section 3. Definitiens (Cont'd)
Director: The Director of Perscnnel, as provided in Section & and 9,

ArticTe VI, Chaptar 29, of the Code of Nest Virginia, who serves as the ex-
ecutive head of the Civil Service System,

Didedderdy TWé IATETAT réxédlidg ¢F TAToradLided

Discretionary: Open to individual choice or judgement.

Dismissal: The separation from employment of an employee by an appoint-
ing authority. ' i ’

Docket: List of employees who have filed an appeal or complaint with
the Civil Service Commissicon.grd Wfg Aré EI¥Rer AMATLIRG redldw oF gY14IBIT4
Try fEr 8 Ae4Aring &r Avditivd 2 2LEREddTed Védrivd!

Effective Date: The established date the action takes place.

E11g1b7e An app11cant accepted for a Civil Service System examination
who receives a final pass1ng rating and whose name is listed on the register
established for the class of pasition.

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

Employee: “Any person who lawfully occupies a positicn in an agency and
who is paid a wage or salary.

EnpIofE&ARpERTTARE]  IHATHIAMAT ViKd WAS FITéd Ad Agpedl Wity fué CifiT
Fefdice Qommiggign ddd Udg Peén grdniéd 4 HédFTvgdd

Exempt Service: A1l positions specifically exempted from the classified
service as noted in Chapter 29, Article VI, of the Code of West Virginia (see
Appendix B).

Full-time Emplovee: One who works the full work schedule established
for the agency. o

Grigddfeés Ry hdtréy oF Lofcérn gFf ATELALTSLAddIdd L6 A AnpTdysé
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Grievance: Any claim by one or more affected state employess allaging 2
violation, a misapplication or a misinterpretation of the statutes, policies,
rules, regulations or written agreements under which such employvees work,
inciuding any violation, wisapplication or misinterpretation regarding
compensation, hours, terms and conditions of employment, employment status or
discrimination; any discriminatory or otherwise aggrieved application of
unwritfen policies or practices of their emplover; any specifically
identified incident of harassment or favoritism; or any action, poiicy or

Page 5




Sec. 3

Section 3. Definitions {Cont'd)

practice constituting a2 substantial detriment to or interference with
effective job performance or the health and safety of the empioyees. Any
pension matter. or other issue relating to public employeas insurance 1in
accordance with article sixteen, chapter five of this code, retirement, or
any otner matter in which autheoritfy to act 1s not vested with the employer
shall not be the subject of any agrievance filed ‘in accordance with the
provisions of this article.

Handicapped: A person who has a physical or mental impairment which
substantially 1imits one or more of such person's major Tife activities, has
had a record of such impairment or is regarded as having such an impairment.

Hédrind BEArds THe Bddy wihidh Hédre gridddncée!

Immediate Family: Consists of the father, mother, son, daughter,
brother, sister, husband, wife, mother-in-law, father-in-law, son-in-law,
daughter-in-law, grandfather, grandmother, granddaughter, grandson, step-
mother, stepfather, and stepchildren.

Incumbent: A person occupying a position in the classified service.

Intra-Agency Transfer: “A transfer within a single agency.

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

Intermittent Appointment: An appointment to a position which requires
performance on an.irregular or "as needed" basis for no more than 945 hours
in a twelve month period,

Irreqular Employment: Work hours which are not symmetrical from week to
week.

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

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

Leave: A fringe benefit earned by employees for time off from work.
Length of Service Category: The grouping #f by the number of years,

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

Local Facility: A sub-unit of an agency which provides services to a
specified section of the State and has employees reporting to Tocations other
than the state office headquarters.

Longevity: The length of employment; seniority.
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Section 3. Definitions (Cent'd)

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

Meritorious Service: Quality of work performance judged to deserve re-
ward or honor.

Minimum Qualifications: The least experience and/or training required
by the Civil Service Commission for employment in a class of position and ad-
mission to an examination.

Month: Any of the twelve parts into which the calendar year is divided.

Ninety-Day Exempt Appointment: Personnel employed for less than ninety
(90) Working days 1in a year.

Original Appointment: Initial employment of an individual into the
classitied service as a result of selection from a certification of names
from a register.

Part-time Employee: OCne who works less than the full-time work schedule
established Tor an agency.

Part-time Professional: An employee engaged in professional services
without administrative duties and who works no more than half the agency's
full-time work schedule.

Pay Plan: The official schedule of salaries approved by the Governor
consisting of multiple pay grades with minimum, maximum, and fintervening
rates of pay for each grade.

Pay Rate: One of the fixed steps or increments Tisted in a pay plan.
Per Diem: A daily allowance.

Permanent Employee: An employee who was hired from a register and who
has completed the probationary period prescribed by the Civil Service Commis-
sfon for the job class.

Personnel Officer: That employee of each agency who is immediately re-
sponsible for the personnel administration of the agency.

Physician: A person Tlicensed under the laws of a state to practice
medicine,

Policymaking Positions: A position in which the person occupying it: a)
acts as an advisor to or formulates plans for the implementation of broad
goals for the executive or administrative head of the agency; b) is in charge
of a major administrative component of the agency; and c¢) reports directly
and is directly accountable to the administrative or executive head of the
agency.
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Sec. 3

Section 3. Definitions (Cont'd)

Position: An authorized and didentified group of duties and responsi-
bilities assigned by the proper autheority requiring the full-time or part-
time amployment of at least one person.

Position Description: The document prepared by the employing agency and
approved by the position supervisor and appeinting authority, which describes
the officially assigned duties, responsibilities, supervisory relationships
and other pertinent information relative to a position. This document is the
basic source of official informetion 1in positicn allocation. Position
descripticn forms shall be prescribed by the UDirector,

Postmarked: An official United States postal marking showing the mail-
ing date. oo '

Probatianary Period: A specified trial work period prescribhed by the
Civil Service Commission designed to test the fitness of an employee selected
from a competitive 1ist of eligibles for the position for which an original
appointment has been received,

Procedural Due Process: A course of proceedings carried out regularly
and in accordance with the rules and pr1nC1p1es established in these regquia-
tions for the protection of employees' rights,

Promoction: A change in the status of an employee from a pesition in one
class to a vacant position in another class of higher rank as measured by
salary range and increased level of duties and/or responsibilities.

Provisional Appointment: The hiring of an employee to fill a position
pending the adm1n1strat1on of competitive examination and the establishment
of a register.

Reallocation: Reassignment of a position from one classification to a

different ¢14dg By tF¢ Birédidr 6F PErgdnrél classitication on the basis of a
significant change in the kind or difficulty of duties and responsibilities

assigned to the position or to correct a peosition misclassification.

Reclassification: The revision of a class or class series which results
in a redefinition of the nature of the work performed and a reassignment of
positions based on the new definition and may include a change in the title,
pay grade, or minimum qualifications for the classes involved.

REAMeLILALIniForEdr R TEyBFf o7 éngldyees SecaLioned By £drraiThént of
fudds @r réddiéd vigri Tgdd/

Register: An official 1ist of currently available eligibles for a job
class ranked in the order of the final score as a result of the Civil Service
examination for the c¢lass of position.
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Sec, 3

Section 3. Definitions (Cont'd)

Regular Part-time Employment: Work hours which are symmetrical from
week to week, but are Tess than the full time work schedule established for
the agency.

Reinstatement: A type of re-employment of a former permanent covered
employee. : :

Resignation: Voluntary separation from employment made at the request
of the employee. ’

Salary Adjustment: A salary change resulting from a revision to the pay
plan or the ypedlddeifidéiidn reassignment of a class to a different pay
grade{ , probationary salary fincrease or general wage increase mandated by
the Legislature or the Governor or the correction of payroll errors.

Salary Advancement: A discretionary salary increase within the salary
range prescribed for the class By fig ¢T1443777¢atidy gT4R{ based on
meritorious performance.

Salary Range: The approved monthiy and annual salary for a class which
includes the initial, maximum, and intervening steps.

BERISrTLY RIGUEE! THE ridhy €8 £ontivivé L8 Kold 4 cErtdid Jdi{ Bigéd o4
Térgin of gerdicél
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Service: Total eligible Hemployment time which may be used for
determining the rate of accrual of annual Tleave. A¢¢FddT.did drdér of
EEPArAYIch Ih A Féddetidrsivnivfored)

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

BPELificarisry THé oFfI¢TdY dégdripiisn 67 4 £7ds¢ of padition WnigH
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Step for Step: The movement of an employee's salary to the same or cor-
responding step or pay rate in a higher or Tower pay grade.

BETRYTAYISAT  FOrmal writién dgréenédy Péividérn pariidd/

Student Employee: An employee working for a limited period of time as
qualifying urider the current Student Policy approved by the Commissicn.

Suspension: Disciplinary action taken by an agency temporarily to re-
Tieve an employee of duties and place the employee on leave without pay.
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Sec, 3

Section 3., Definitions (Cont'd)
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Temporary Appointment: The hiring of an smployee from a register for a
period not to exceed © months.

Termination: Separation from employment by the appointing authority as
a result of Timited term employment.

Title Change: The revision in the title of a class by the Commission.

Transferv ~The change of an_employee from a position in a given class to
a different position in the same class in a different subdivision or geo-
graphic Tocation of the same or a different agency.

Unassembled Examination: An examination procedure which does not re-
quire persons being examined to gather at a test site and which does not in-
clude a written examination.

Vacancy: An unfilled budgetary position in the classified service or
new unfilled budgetary position created by reorganization in the classified
service to be filled by original appointment, promotion, demotior, lateral
class change, transfer, or reinstatement,

Veterans' Preference Points: An additional 5 points added to the final
passing score of any veteran who has served in the armed forces of the United
States of America during World War I (April 6, 1917, to November 11, 1918},
World War 11 (December 7, 1941, to December 31, 1946), the Korean Conflict
(June 27, 1950, to January 31, 1958), or the Vietnam Conflict (August 5,
1864, to May 7, 1975) and who has received a discharge under honorable condi-
tions from such service. An additional 5 points are available to such veter-
ans who also have a curreni and compensable service connected disability or
who have received a Purple Heart award. '

Work Schedule: Desigrnation of the periods of time during which work is
performed. : - o

Year: Twelve (12) qonsecutive month period, untess otherwise specified.
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Sec. 4.01

Section 4. Organization

4,01, Civil Service Commission-A Cjvil Service Commission consisting
of Three members shall be appointed by the Governor by and with the advice
and consent of the Senate. Members shall serve for a term of six years or
until successors have been appointed. See Section 5, Article VI, Chapter 29,

4,02, Qualifications of Civil Service Commission-The present merit
system council shall be transformed into the Civil Service Commission. The
members of the Commission shall be persons in sympathy with the application
of merit principles to pubtlic employment. No member of the Commission shall
be a member of any local, state, or national committee of a political party
or an officer or member of a committee 1in any partisan political c¢lub or
arganization or shall hold, or be a candidate for, any paid public office.
Not more than two members of the same political party shall serve on the
Commission at the same time. -

4,03, Duties of the Commission-In addition to the duties expressly set
forth elsewhere in this law, the Commission shall:

(a) Represent the public interest in the fimprovement of personnel
administration in the state service.

(b) Advise the Governor and the Director on problems concerning
personnel administration.

(c) Foster the interest of institutions of learning and of industrial,
civic, professional and employee organizations in the 1improvement of
personnel standards in the state service.

(d) Make any investigation which it may consider desirable concerning
the administration of personnel in the state service, and make
recommnendations to the Director with respect thereto.

{e) Make an annual report and special reports and recommendations to
the Governor.

(f) Approve the budgst as prepared by the Director for administration
of this article before submission to the director of the budget,

{g) The Commission _shall elect one of its members chairman. It shall
meet at such time and place as shall be specified by call of the chairman or
the Directors. At Teast one meeting shall be held in each month. AT1
meetings shall be open to the public., Notice of each meeting shall be given
in writing to each member by the Director at least three days in advance of
the meeting. Two members shall constitute a quorum for the transaction of
business.

(h) Members of the Commission shall each he paid seventy-five dollars
for each day devoted to the work of the Commission, but not more than
eighteen hundred dollars 1in any one year. They shall be entitled to
reimbursement for necessary traveling and other expenditures necessitated by
their official duties.
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Sec. 4,04

Section 4. Organization {Cont'd)

4,04, Director of Personnel

(a) Upon recommendation of the Civil Service Commission, the Governor
shall appoint a Director of Personnel. In formulating its recommendations
for a Director, the Commission shall observe the following:

l. Director shall be a person who has had training or experience 1in
personnel administration or a related field.

2., He shall be one who has known sympathies with the merit principie of
government service. ' )

3. He shall be selected from a register established as a result of
competitive examination in the same manner that other Civil Service employees
are selected.

4, He shall not be a candidate for or hold any elective public office
nor shall he be a member of any political committee, nor shall he serve as an
election official, nor shall he engage in any political activity other than
to vote 1in behalf of or in opposition to any candidate, political party or
public fssue Tnvolved in the election.

(b) The salary and expenses of the Director and his staff shall be met
out of “any funds available for the purpeose and shall be pafd upon
certification of the Director, in such manner as the expenses of other state
employees are paid.

{(c) The Director, as executive head of the department, shall direct and
supervise all its administrative and technical activities. In additicn to
the dutfes imposed upon him elsewhere in this law, it shall be his duty:

T« To apply and carry out his law and the rules adopted thereunder.

2, To attend meetings of the Commission and to act as its secretary
and keep minutes of its proceedings.

3. To establish and maintain a roster of all employees in the state
Civil Service, in which there shall be set forth, as to each employee, the
class title, pay or status, and other pertinent data.

4, To appoint such employees of the department and such experts and
special assistants as may be necessary to carry out effectively the

provisions of this Taw.

5. To foster and develop, in cooperation with appointing authorities
and others, programs for the improvement of employee effectiveness, including
training, safety, health, counseTling and welfare.
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Sec. 4,04

Section 4. Organization (Cont'd)

6. To make available to the public information about vacancies in the
classified service and to strive constantiy to attract to the caresr service
of this state people of the highest ability. _

7. To dnvestigate from time to time the operation and effect of this
lTaw and of the rules made thersunder and tc report his findings and
recommendations to the Commissicon and to the Governor.

8. To make an annual report regarding the work of the department, and
such special reports as he may consider desirable, t©o the Commission.

9. To prepare the annual budget for the department of personnel and
when appFaved by the Commission, submit it to the director of the budget.

10, To perform any other lawful acts which he_may consider necessary or
desirable to carry out the purposes and provisions of this Taw.

11, To furnish copies of the minutes of all regular meetings of the
Commission to each participating agency.

(d) In the event of the absence of the Director or his inability from
any cause to discharge the powers and duties of his office, the Commission
may from time to time designate in writing an employee of the department to
act for hime In such case, the powers and duties of the Director shall
devolve upon such emplovee designated by the Commission.

(e} The Director may designate appropriate persons, including officers
and amployees 1in the state service, to assist in the preparation and rating
of tests. An appointing authority shall excuse any employee in his division
from his regular duties for the time reguired for his work as an examiner.
Such officers and employees shall not be entitled tc extra pay for further
seryice as examiners but shall be entitled teo reimbursement for necessary
traveling and other expenses.

4,05, Agency Personnel Officer-Each state agency shall designate &
staff emplovee to serve as Pepsonnel Officer. It shall be his
responsibility, with such ¢YéFi¢&Y assistance as may be necessary, to assure
compliance with the classification and compensation pians as established by
the Commission; to maintain personnel records of all persons amployed in the
agency, and records of all personnel actions; to notify the director as far
in advance as possible of vacancies which may occur in the agency; and to
perform such other duties as are prescribsd in this rule and as the
appointing authority may direct.
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Sec. 5.01

Section 5. Classification Plans

5.01. Preparation of Plans-The Commission, after conferring with the
appeinting authorities cencerned, shall formally adopt and make effective a
comprehensive classification plan for 217 positions. The plan shall be based
on an investigation and analysis of the duties and responsibilities of each
position, and each position shall be allocated by the Director of Personnel,
after consultation with the appointing authority concerned, tc its proper
class in the classification plan., When complete, the c¢lassification plan
shall include for each class of pasition an appropriate title, a description
of the duties and responsibilities, and the minimum requirements of training,
experience, and other gualifications.

5.02. Revision of Plans-Exfsting classes of positions may be abolished
or changed, or new classes added, in the same manner as the classification
plans were originally adopted. ' :

5.03. Incumbents of Reallocated Positions-When a position s
reallocated to a differentdé class, the incumbent shall not be deemed
eligible fo continue in the position unless he would have been eligible for
original appointment, promotion, transfer, or demotion, to a position of the
new class while serving 1in the nposition as previously allocated, If
ineligible to continue in such position, he may be transferred, promoted, or
demoted by appropriate action in accordance with such provision. of this rule
as the Director may _deem to be applicable., In any case in which the
incumbent s ineligible to continue 1in the position, and he 1is not
transferred, promoted, or demoted, the provisions of the rule regarding
segparations shall apply.

5.04, Class Specifications-The class specification shall be considered
in allocating positicns and shall be interpreted as follows:

{a) Class specifications are descriptive only and are not restrictive.
The use of a particular expression of duties, qualifications, requirements,
or other attributes shall not be held to exclude others not mentioned.

(b} In determining the class to which any position shall be allocated,
the specifications for each c¢lass shall be consjdered as a whole.
Consideration shall be given to the general duties, specific tasks,
responsibilities reguired, qualifications and relationships to other classes
as affording together a picture of the positions that the class intended to
include.

{c) A class specification shall ba construed as a general description
of the kinds of work characteristics of positions properly alleocated to that
class and not as prescribing what the duties of any position shall be, nor as
limiting the expressed or implied power cf the appointing authority now or
hereafter vesfed with the right to prescribe or alter the duties of any

position. , e
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Sec. 5,04

Section 5. Classification Plans (Cont'd)

{d) The fact that all of the actual tasks performed by the incumbent

position has been allocated shall not be taken to mean that the position is
necessarily excluded from the class, nor shall any one example of a typical
task taken without relation to the other parts of the specification be
canstrued as determining that a position should be allocated teo the class.

{(e) The statement of minimum qualifications expresses the minimum
background in terms of education, experience, skills and knowledges which
would be required of any new appointee to a position in the class as partial
evidence of abjlity to perform the work properiy and is to be sp construed.

(f) Qualification requirements in the specification for any class, as
interpreted herein, shall constitute the basis and source of authority for
the tests to be included in examinations for the class and for the evaluation
of the qualifications of applicants and for the acceptance or rejection of
applications of examinees for the class.

5,05. Reclassification

{a) Ypon its own initiative, or at the reguest of an appcinting
authority, the Commission may reclassify wvositions by the creafion or
abolishment of classes, or the revision of the definition of the work of the
classes . brought about by changing work methods, new technclogy or
reorganization.

{b} For each position affected the appointing authority shall provide
a current description of the duties and responsibilities assigned.

{c) The employee in the position at the time of a reclassification
shall be entitled to continue to serve in that position, provided that any
licensure or certification requirements are met.

(d) Any incumbent in a position reclassified under this section shall
have the right to a reyiew of the action under the procedure established in
Section 5,07 of these rules.

5,06, Position Reallocation-Whenever substantial changes occur in the
duties and responsibilities assianed to a position or to correct a position
misclassification, the Director or the appointing authority may realiocate
the position to its proper class. ihe incumbent or the appointing authority
shall have the right to a review of the action under the procedure
established in Section 5.07 of these rules.
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5.07. Classification Appeals

(a) As a result of a reclassification action or a request for position
reallocation, the fncumbent may petition for reconsideration of the position
classtfication. The request shall be in writing stating the reasons for the
reguest and shallt include & current description of the duties and
responsibilities assigned to the position on a form prescribed by the
Director. The position description form shall be completed by the employee
and the appointing authority.

(b) First Review-Within ten ({10) days from the date of a
rectassification action or within ten {10) days from becoming aware of tne
alleged position misclassification, the employee shall submit a completed
position description form together with a written request for classification
review to the agency personnel officer. The personnel officer shall make a
determination on the classification of the position and shall respond tc the
employvee 1n writing within thirty (30) days from the receipt of the request.
A copy of the agency determination and the completed position description
form shall be submitied to the Director of Personnel.

{c) Second Review-Within fifteen {15) days from receipt of the agency
determination, the employee may petition the classification and compensation
division for a classification review. 1he review shall provide faor tne
submission in person by the incumbenit, and representative, if any, and the
agency of any and all pertinent information regarding the current duties and
responsibilities assigned to the position. JThe classification and
compensation division shall conduct the review and 1dssue a written
determination to both parties within thirty (30) days from receipt of the
request. The written determination by the classification and compensation
division shall be submitted to the incumbent and the appropriate appointing

authority.

{d) Third Review-Within fifteen (15) days from receipt of the
classification determinaton of the classificaticn and compensation division,
the employee or the appointing authority may request in_ writing for
reconsideration by the Director of Personnel. The Director shall review atl
information and documentation submitted in relation to the position and issue
a_ determination in writing within thirty (30) days irom receipt of the
request for reconsideration. A copy of the Director's determination shall be
sent to the incumbent and the appropriate appointing authority.

{e) Fourth Review-Immediately upon issuance of the Director's
determination, the Director shall send a copy of that determination to tne
Commission for 1its review. Inhe Commission, at its discretion, may order a
hearing on the determination. MWhether or not the hearing js held, the
Commission has the power to affirm, reverse or modify the determination of
the director. I1f the Commission declines to_ hold a hearing on _ the
determination, the Commission's decision about the determination must bhe
issued within forty five (45) calendar days of the Commission's receipt of
the determination of the Director. If the Tommission orders a hearind on the
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determination, the Commission's decision about the dstermination must issue
as does any other appeal. A copy of the Commission's decision shall be sent
to the incumbent and the appropriate appeinting authority.

(f) Back Wages-A c¢laim for back wages based on position
misclassification shall be wmade 1in accordance with the Civil Service
Commission Back Wage Computation Policy.
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Sec, 6.01

Section 6. Compensation Plan and Salary Regulations

Pursuant to the provisions of Chapter 29, Article VI, Section 10 {2} of
the Code of West Virginia, the following salary regulations shall apply to
employees covered by the Civil Service System.

.01, Purpose and Intent-To attract gqualified employees and retain them
in the classified service, the Commission shall endeavor to provide through
the pay plan adeguate compensation based on the principles of equal pay for
equal work among the various state agencies and on comparability to pay rates
established in other public and private agencies and businesses. The intent
of the Commission is to recommend to the Governor a pay plan with annual ad-
justments f{dt Cost-of-living increases and additional funds for merit in-

reases.

6.02, Preparation of Plan-After consultation with the appointing au-
thorities and State fiscal officers and after a public hearing, the Director
and the Commission shall prepare and submit to the Governor for his approval
an annual revision of the pay plan. The pay plan shall include salary sched-
ules containing multiple pay grades with initial, fintervening, and maximum
rates of pay for each grade. Periodic amendments to the pay plan may be made
in the same manner.

6.03. Adoption of Plan-The pian shall become effective only after it has
been approved by the Governor, The approved pay plan shall constitute the
official schedule of salaries for the classified service.

6.04, Implementation of Plan

(a} Assignment of Classes-The Commission shall assign each class of
positions to an appropriate pay grade consistent with the duties outlined in
the class specification. No salary shall be approved by the Director of Per-
sonnel unless it conforms to one of the pay rates in the pay grade assigned
to the employee's class of position.

(b) Entry Salary-The entry salary for any employee shall be at the
minimum salary for the class. However, an individual possessing ddadTifiéa
Lidrd) pPEr{ingdy qualifying training/ or experience above the minimum
required for the class, as determined by the Director, may be appeinted at
ddy a pay rate above the minimum, up to the mid-point of the salary rance,
unless otherwise Iidiiféd prescribed by the Commission. For each step above
the minimum, the individual must have in excess of the minimum requirements
at Teast six months of Ppérfidédr qualifying experience or equivalent
periivédy gualifying training.

The Director may authorize appointment at a rate above the mid=point
where the appointing authority can substantiate severe or unusual recruiting
difficulties for the job class.
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Section 6. Compensation Plan and Salary Regqulations

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

(d) Additional Pay-Except for authorized overtime or shift differential,
no pay additional to the regular salary shall be made to any employee. The
rates as provided do not inciude reimbursements for actual and necessary ex-
penses incurred incident to employment such as travel expense. Additional
duties impoased or volunteered shall not constitute an exception to this rule.

Upon apprcval by the Commission, the appeinting authority may provide

additional pay for certain classes based on rate of work or other

specifical ly gquantified measures of employee productivity. Cmployees in tnhat

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 in accordance with these reguiations, its fiscal officer
shall certify that funds for this purpose are available.

(f) Salary Adjustments

1. MNew Plan

a. Upon adoption of a new pay plan, each incumbent's salary shall be
adjusted to the step in the new plan corresponding to his step in
the old plan. If it is impossible due to budgetary restrictions %o
adjust an incumbent's pay on a step-for-step basis, the Commission
shall provide for a plan of application which assures as neariy as
possicie that the pay of all incumbents fn the classified service
shall recefve equal treatment (j.e., one step, twoc steps, etc.).

be. MWhen the salary ranges of a new pay plan do rot have the number of
steps corresponding to the old plan, each incumbent's salary shall
be adjusted to the next higher rate in the appropriate salary range.

ce An incumbent whose salary falls above the maximum rate of the new
range shall maintain his current salary and shall be ineligible for
salary advancements.

2. Pay on Reclassification

2. HAigher minimum

1. When a class 1is reassigned by the Commission to a salary range
having a higher minimum, the salaries of those incumbents below the
new minimum shall be adjusted to the new minimum.
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2. Where the salary of the incumbent coincides with a step in the new
~ range, the salary shall remain unchanged.

3. Where the salary of the incumbent falls within the new range and
does not correspond with a step in the range, the salary shall be

adjusted to the next higher rate in the new range.

be Lower Minimum

1. When a class is assigned to a salary range having a lower minimum,
the salaries of those incumbents which coincide with a step in the
new randge shall remain unchanged.

2., MWhere the salary of the incumbent falls within the new range and
does not coincide with a step in the range, the Commission shall ap-
prove a plan of application which assures as nearly egual treatment
of the incumbent's pay as possible.

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

3. Pay on Position Reallocation-When & position is reallocated to a
different class, the satary of the incumbent shall be adjusted in accor-
dance with salary regulations for promotion, demotion and lateral class
change. : :

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 an-
titled to salary adjustments.

6,05, Pay on Promotion

(a) Minimum Increase-The salary of an employee who is promoted shall be
adjusted to the minimum rate of the new class. If the incumbent’s current
pay rate is at or above the minimum rate for the naw class, but coincides
with a step in the new range, the salary shall be adjusted one step in the
range. Where the pay rate does not coincide with a step in the new range,
the salary shall be adjusted to the next higher rate which provides at least
a full step increase. ' ' )
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Section 6. Compensation Plan and Salary Regulations (Cont'd)

(b} Additional Increase-The appointing authority may grant additional
steps to an employee being promoted if the employee has sufficient gualifi-
caticns in excess of the minimum required for the new c¢lass. The employee
shall possess at Tleast six months of pertinent experience or an equivalent
amount of pertinent training for each additional step granted.

§.06. Pav on Demotion-An employee who is demcted and whose current pay
rate {s above the maximum pay rate for the new classification shall have a
pay reduction to at least the maximum rate of the new classification. The
employee's salary may remain the 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 employea's salary before demotion falls within the range for
the Tower class, but does not coincide with a step in that range, his salary
shall be reduced at Teast to the next Tower step in the new range,

6.07, Pay on Lateral Class Change-Any employee who receives a Tlateral
¢lass change shall be paid the same salary received prior to the change.
Where the rate of pay does not coincide with & step in the new range, the
salary shall be adjusted to the next higher rate.

6,08, Pay for Shift Differential

(a) Eligibility~Any employee who is in a class app*oved by the Director
of Personnel for shift differential and who 1is required to work, and does
work, an assigned shift starting between the hours of 2:00 p.m. and 2:00 a.m.
inclusive may be paid at a flat rate established by the Commission. Shift
differential payments shall apply only if at least one-half the scheduled
hours fail between the hours of 6:00 p.m. and €:C0 a.m.

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

6,09, Salary Advancements

(a) Upon Merit-Al1l salary advancements shall be based on merit as re-
flected by service ratings and other recorded measures of performance.

{(b) Limited to Permanent Employees-Salary advancements shall be limited
t0 permanent employses,

{¢) When made-The initial salary advancement may be effective when an
employee compietes the probationary period., Salary advancements for other
permanent employees may be ¢ffective on or after the date on which they be-
come eligibie.

{d) One~Step Advancement-No amployee shall receive a salary advancement
of more than one step in the saTany range for the class, except as provided
in paragraph 6.09{f).
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Section 6. Compensaticn Plan and Salary Regulations (Cont'd)

(e} Salary Advancement Interval-Except as provided in paragraph 6.09(F)
the interval between salary advancemsnts shall be at Teast six months.

(f) Exceptionally Meritorious Service-In cases of an employee's excep-
tionally meritorious service, salary advancements of more than one step in
the rangs or at intervals of less than the regularly prescribed period are
permitted, However, no empioyee shall receive salary advancements of more
than two stens, including advancements for exceptionally meritorious service,
in any twelve (12) month period.

£.10, Longevity Increases

{a) ETjgibility-An employee with seven years of total state service who
has attainad 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 adoption of a new pay plan.

{b) Additicnal Longevity Increases-In the same manner, an employee
otherwise not receiving a salary increase in each succeeding 12 month period
shall be eligible for a Tongevity increase.
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Section 7. Applications and Examinations

7.01, Character of Examinations

{a) Examinations for entrance in the classified service will be con-
ducted on an open competitive basis. Examinations shall be practical in na-
ture, shall be constructed to reveal the capacity of the appifcant for the
particuiar position for which he is competing as well as his general back-
ground and related knowledges, and shall be rated cbjectively. A practical
written test shall be included except when rendered impractical because of
(a) exceptional gqualifications of a scientific or a professional nature being
required and (b) the need for ranking candidates being rendered unnecessary
because ¢f the absence of effective competition., In such exceptional cases
an unassembled examination may be nheld upon reccmmendation of the Director
and approval of the Commission.

(b) Examinations shall also include:

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

2. An oral examination for positions regquiring frequent contact with
the public ar which dinvolve important supervisory or administrative
duties. However, after consultation with the agency, the Director, with
the approval of the Commission, may eliminate the oral examination for
those classes of positions in which it 1is anticipatad that the entire
2ligible register will be exhausted within a relatively short period.

(¢} The Director shall assign definite weights to each part of the ex-
amination prior to its public announcement. 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 pesi-
tions. The Director of Perscnnel shall ceonsult with each agency affected on
general phases of examination procedure such as the determination of type of
examination, and the choice of qualified experts from 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 date for receipt of
applications. He shall make every reasonable effort to attract quaiified
persons to compete in these examinations. Notices of examinations shall be
posted in important centers throughout the State and copies shall be sent to
newspapers of State-wide circulation, radio stations, educational dinstitu-
tions, professignal societies, public officials, and such other workers and
individuals as the Director may determine expadient, Exceptions tec the re-
quirement that examination notices must be statewide may be made where the
purpose of giving an examination is to supplement already existing registers
as provided for in Section 8.02(b) and/or in order to conduct a continuous
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. Public announcement of examinations shall specify the
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title and salary range of the class of position, information as to the rates
of pay at which appointments are expected to be made, the duties to be per-
formed, the minimum gualifications required, the final date on which applica-
tions will be received, and all other conditions of competition, including
the relative wefghts assigned to the various parts in the examination and the
fact that failure 9in one part of the examination will disgualify an
applicant.

(b) In order fto be eligible to be admitted to examinations, applicants
must be citizens of the United 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
Tegal residence and domicile 1in West Virginia for at Teast 10 years of his
T1ife, provided change to another state was made no earlier than one year
prior to the date of examinations. The Commission, at its discretion, may
waive citizenship and residence requirements.

7,03, Filing Applications

(a) A11 appiications shall be made on forms prescribed by the Director
and approved hy the Commissfion and must be filed with the Directer on or
prier to the closing date specified in the announcement or postmarked before
midnight of tnat date. Such applications shall include a statement from the
applicant of all pertinent information regarding his training, experience,
and age, and, in addition, the Director may require a photcgraph of the
applicant, a certificate of his physical fitness from one or more licensed
physicians, and any other information which the Director may deem necessary.
A11 applications shall be signed and sworn to {or affirmed} by the Applicant.

(b) For classes of positions for which recruitment is difficult, the Di-
rector, with the approval of the Commission, may provide for continuous re-
ceipt of applications and for holding examinations as needed.

7.04, Disgualification of Applicants

{a) Under the supervision and directicn of the Commission, the Director
may refuse to examine an applicant, or after examination, may disqualify such
appiicant or remove his name from a register, or refuse to certify any
eligible on a register if:

1. he js found to lack any of the preliminary requirements established
for the examination for the class of position;

2. he is so disabled as to be rendered unfit for the performance of the
dutfes of the class; B

3. he s addicted to the use of narcotics or the habitual use of
intoxicating Tiguors to excess;
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4. ne has been convicted of an infamous crime or other crime involving
meral turpitude;

B. he has made a false statement of material fact in his application:

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

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

8. he has directly or fdindirectly obtained information regarding
examinations to which as an appiicant he was not entitled;

9. he has failed to submit his application correctly or within the
prascribed time 1imits;

10, he has taken part in the compilation, administration, or correction
of the examination;

11, at Teast three former employers state that they would not re-employ
him, or otherwise indicate that his services as an employee were unsatis-
factory or that he is lacking in character and fitness for the position he
applied fors

12, the register from which he is certified is for a class for which an
oral examination was not a part of the sxamination process, and at Teast
two agencies have interviewed him and report that he is not considered to
be suitable for a position in the class he was interviewed for;

13. he has otherwise violated provisions of this rule,

(b} In order to be admitted %to an open competitive examination, an
applicant must have satisfied all minimum qualifications of the position for
which he has requested an examination, except that he may be admitted if he
is qualified in 211 respects except for {1) a deficiency of no more than six
menths of gqualifying training and, at the time of application, he 1is engaged
in educational pursuits that will qualify him; or (2) a deficiency of no more
than gi%x wWARIRE one month of qualifying experience and, at the time of
application, he is employed by an agency in work that will qualify him. An
applicant so admitted, and who passes the examination, may not be considered
available for employment until the minimum qualifications have been
satisfied. The applicant shall be responsible for furnishing evidence of
subsequently satisfying the minimum qualifications.
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(c) A disqualified applicant shall be promptly notified of such action,
and an applicant who is not admitted to an examination because of failure to
meet the preliminary requirements shall be notified by letter to nis last-
known address sufficiently in advance of the examination to allow for an ap-
peal from rejection. as provided in B&£¥iéh 14/82[dJ.Section 14,01 of these
rules. : :

7.05. Conduct of Examinations

(a) Written tests shall be conducted simultaneously in as many places as
are necessary for the convenience of the applicants, and as are practicable
for proper administration. The requirement for simultaneous conduct of ex-
aminations may be deviated from as may be found necessary by the Director to
administer more effectively a continuous recruitment program as provided for
in Section 7.03(b)., The Director may designate such monitors as may be
necessary to conduct examinations under instructions prescribed by him, and
may also arrange for the use of pubTic buildings in which to conduct the ex-
aminations. The Director shall provide for the compensation of monitors and
assistants in accordance with the approved budget for the purpose.

(b) The identity of persons taking competitive assembled examinations
shall not be disclosed to the examiner. An identification number, which
shall he used to identify all papers of each applicant, shall be assigned by
the Director to each applicant. Any examination papers bearing the mame of
the applicant or identification other than an identification number shail be
rejected. In cases of rejection the Director shall promptly notify the
applicant.

7.06. Rating Examinations

(a) The Director shall determine a final score for each applicant's ex-
amination, computed fn accordance with the weights for the several parts es-
tablished by the Director as set forth in the announcement. Failure in any
part of an examination shall disqualify the applicant in the entire examina-
tion and shall disqualify him from participation in subsequent parts of the
examination. A1l applicants for the same position shall be accorded uniform
and equal treatment in all phases of the examination procedures.

(b) Any veteran {as defined in Appendix B of this Rule) who claims vet-
eran's preference and who has made a passing grade in an examination shall
have five points added to his final earned score. An additional five points
shall be added to the augmented earned score of veterans with a compensable
service-connected disability or those who are awarded the purple heart. Per-
sons claiming preference or disability preference must submit satisfactory
proof thereof to the Director of Personnel prior to admission to examina-
tions.
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{c) The Director, with the approval of the Commission, shall utilize ap-
propriate scientific techniques and procedures in rating the resuits of ex-
aminations and in determining the final scores of the competitors. In deter-
mining the system for rating results on the examination, the Director and the
Commission shall gfve due regard to the number of candidates and to the num-
ber of vacancies which may reasonably be expected to gccur in the Tife of the
register. :

7.07. Rating Training and Experience-If training and experience. form a
part of the total examination, the Director, with the approval of the Commis~
sion, shall determine a procedure for the evaluation of the training and
experience qualification of the varfous applicants. The formula used in ap-
prajsal shall give due regard to recency and quality as well as quantity of
experience and to tne pertinengy of the training. This procedure shall allow
for the substitution of training for experience and experience for training,
within the Timits stated in the class specifications.

7.C8. Investications-Before rating training and experience or prior to
certification from the register, the Director shall, to thes extent practi-
cable, investigate the applicant's training and experience to verify the
statements contained in his application form and to adduce evidence regarding
his character and fitness. If this 1investigation produces 1information
affecting the rating of training or experfence, the Director shall rate or
re-rate the applicant's record accordingly, and make the necessary adjust-
ments in the register. He shall also promptly notify the applicant of such
re-rating.

7.09. Oral Examinations-When an oral examination forms part of a total
examination for a position, the Director shall, with the approval of the Com-
mission, appoint one or more Oral Examination Boards as needed. An Oral Ex-
amination Board shall consist of two or more members, not mgre than one of
whom shall be from any one agency, who shall be known to be interested fn the
improvement of public administration and in the selection of efficient
government personnel and at least one of whom shall be technically familiar
with the character ¢f work in the position for which the applicant will be
examined. Any perscn 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 practicable, all applicants qualifying for the coral ex-
amination for the same class shall be rated by the same Oral Examination
Board. A member of an Oral Examination Board shall disclose 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 Results-Each applicant passing all parts of
the examination shall be notified by mail by the Director of his final rating
as soon as the rating of the examination has been completed and the register
established. An eligible, wupon request and ©presentation of proper
identification, shall be entitled tg 1information concerning his relative
position on a register. An applicant who fails any part of the examination
or the total examination shall be notified of his failure.
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7.11. Special Examinaticn-No applicant shall be given a specially admin-
fstered examination unless the Commission by formal and recorded action finds
that the applicant's failure to take or complete an examination was due to an
obvigus error for which the Rirector or any of nis assistants is respensible.
A make-up examination, administered along with a subsequent examination se-
ries, may be allowed by the Commission provided the Director certifies that
it is administratively opracticable. The Commission's findings and
recommendations shall be recorded in its minutes. No claim for a specially
administered or make-up examination shall be allowed unless it is filed in
writing with the Commission within 10 days after the date of the original ex-
amination., Any specially administered or make-up examination shall be con-
structed on a patftern similar to the original examination.

7.12. Physical Examination-Before appointment applicants may be required
to pass a satisfactory physical examination.

7.13, Examination Records-The Director shall be responsible for the
maintenance of all records pertinent to the examination program. Applica-
tions and other necessary examination recovtds shall be kept permanently, but
examination records of other applicants, not appointed, may be destroyed 30
days after the register axpires, A1l notices of changes of address shall be
filed, by applicants and eligibles, with the Director.
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Section 8. Registers

8,01, Establishment of Registers-After each examination, the Director
shall prepare a register of persons with passing grades. The names of such
persons shall be placed on the register in the order of their final ratings
starting with the highest. If two ar more eligibles have final ratings which
are identical, their names shall be arranged cn the register in the order of
their ratings on the written part of the examinaticon. If these are the same,
their names shail be arranged on the register in the order in which their ap-
plications were received, and if that be the same, then alphabetically.

8.02, Duration of Registers

(a) The 1ife of each register shall be not longer than three years from
the date of its establishment, but this perijod may be reduced by the Diractor
with the approval of the Commission., A register may be deemed by the Direc-
tor to be exhausted if fewer than three available eligibles remain on the
register, Upon the exhaustion of a register, or if the Director, with the
appraoval ¢f the Commission, reduces the Tife of a register, he shall notify
each eligihle remaining on such reg1ster to this effect by mail to his last-
known address.

{b) The Director may declare a register depleted even though not ex-
hausted, if there are one or more areas in the state for which there are no
available eligibles, or if the register is so near the point of exhaustion
that renewed recruiting and examinaticn appears tc be reguired to prevent the
register from becoming exhausted. In either of these events, the Commission
may authorize a new examination for the class. Persons whose names are on
the depleted register shall be given an option of taking the new examination
or retaining their positions on the depleted register, btut once the option is
exercised, it shall be adhered to. In establishing the new register, the Di-
rector, with due regard to tne three year lTimitation, shall combine or inte-
grate the names of those_remaining on the depleted register with the names of
those who took the more recent examination.

{c) It shall be the duty of the Personnel Officer to neotify the Director
as Far 1in advance as possible of vacancies which may occur in the Agency.
The Director shall be responsible for determining the adesquacy of existing
registers and for the establishment and maintenance of appropriate registers
for all positions exclusive of exempt positions.

(d) The Director shall nullify a register for any of the followirg
reasons:

l. Changes in the minimum qualifications or classification standards
of a class of positions.

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

3. Substantial revision of the examination used to establish the

register.
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(e) When a register is declared null and void by the Director the
affected persons shall be not1f1ed of such action in writing at thejr last
known address.

8.03, Removal of Names from Registers

(a) Under the supervision and direction of the Commission, the Director
may remove the name of an eligible from a register:

1, for any of the causes stipulated in Section 7.04(al.

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

3. on receipt of a statement from the eligible declining an appointment
and stating that he no Tonger desires consideration for an appointment.

4, §f two offers of a probationary appointment to the class for which
the register was established in a location for which he has declared
nimself available have been declined by the eligible.

(b) The Director shall notify the eligible by mail to his Tast-known
address of this action and the reasons therefor. An eligible's name shall be
reinstated on the register upon showing of cause satisfactory to the Director
or in accordance with a decision of the Commission upon appeal as provided in
SRELIdy 12[03f4) Section 14,02 of these rules,
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Sec., 9.01

Section 9, Certification of Eligiblas

9,01, Request for Cartification-IF¥ a vacangy occurs in any position in
an agency or 1f new positions are established and rew emplcyees are needed,
requisitions shall be submitted by the Personnel Officer to the Director upon
a prescribed form. This requisition shall state the number of positions to
be filled in esach class, identifying each class title and all other pertinent

information.,

9,02, Certification Methods

{a) Upon receipt of a requisiticn, the Director shall certify and submit
in writing to the Personnel Officer the names of available persons cn the ap-
propriate original register estabiished 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 to be certified
and submitted will be governed by the following sub-paragraphs. RNothing in
the following sub-paragraphs shail be construed as altering the exhaustion
point of a register as described in Section 8.02(a).

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

2, If more than one position 1is dnvolved, the Director may, with
Commission approval, certify the names of the highest available eligibles
equal in number to eight times the number of positions to be filled di-
vided by three.

3. If the orjginal register established as a result of a Civil Service
examination for a specific class of position s exhausted, the Director
shall certify and submit namss from the appropriate promoticnal register
only, untfl it is exhausted. If both the original register and the appro-
priate promotional registers are exhausted, then the Director, with the
approval of the Commission, shall certify and submit names from the regis-
ter, or registers, most appropriate. If there i5 no register which the
Director, with the approval of the Commission, deems appropriate, then the
Director may certify and submit names from a register established as de-
scribed in Section 8,02,

(b) If an eligible receives a probationary or permanent appointment,
such appointment shall constitute, for its duration, a waiver of his right to
certification from any other register on which his name appears for a class
of position the salary of which is either equal 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.

{c} The name of each employee whose name appears on a register for a
ctass 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 8. Certification of Eligibles (Cont'd)

{d) If in the exercise of his choice provided under Section 10,02 the
appointing authority passes over the name of an eligible on a register in
connection with three separate appointments he has made from the register,
written request may be made of the Director that the name of such eligible be
omitted from dhy subsequent certification of the same appointing authority
from the same register. The name of such eligible shall thereafter not be
certified to him from that register for future vacancies in that class of po-
sition, ¢r from subsequent registers established for that class of positicn.
However, upon changs of the person occupying the position of appointing au-
thority, the Director shall reinstate the name of such person for certifying
purposes and shall so inform the agency. If, subseguentiy, the aligible is
interviewed by the agency and rejected once for the same position, his name
shall not again be certified for that position to that agency during the ten-
ure of the then incumbent appointing authority.

{(e) An eligible may be considered not available by the Director if he
Tails to reply to a written inguiry after five days or to telegraphic
communication w1th1n 48 hours in addition to the time requirad for the trans-
mission of the inquiry to his Tast-known address and reply thereto.

(f) Selective Certification by sex shall be permissible if the request
with a justification in writing 1is approved by the Director of Personnel.
Justification must clearly show that only employees of the required sex can
perform the duties.

8,03, Local Office Certification

(a) Eligibles for positions in state and local offices shall be certi-
fied in the manner described in Section 9.02 except that in filling a posi-
tion in a local office, the Personnel Officer may request the certification
of eligibles who are residents of the area established by the Agency for such
local office. Upon receipt of such a requisition, the Director shall cartify

and submit the names of eligibles as provided in Section 9.02 except that the
Director shall certify and submit the names of the highest available

eligibles who are residents of the area estab11shed by the Agency for the lo-
cal office in which the vacancy exists, in accordance with the fo1IOW1ng pro- -
cedure:

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

2. 1if no appointment is made from these eligibles, or if there is no
Tocal eligible, then certification to the vacanay in the Tocal office
shall be made from a 1ist of eligibles in the next larger administrative
area of the agency; -

3. if there are then insufficient eligibies, certification shall be
made on a statewide basis.
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Sec. 9.04
Section 9. Certification of Eligibles (Cont'd)

8,04, Corrections of Errors

{a) In the event that a name is certified in error and the error is
discovered before one of fthe named applicants 1s notified that he or she is
appointed, the erronecus 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 is
discovered after cne of the named applicants is notified that he or she is
appointed but prior to the effective date of the appointment, the
certification and appointment will be withdrawn as in (a) above unlass:

l. _Acceptance of the appointment caused the named applicant to change
his or her place of residenca,

2. Acceptance of the appointment caused the named applicant to resign
from a2 position that cannot be regained.

{c) In the event a name is certified in error and the error is
discovered afier the effective date of the appoiniment of one of the named
applicants, the appointment shall continue.
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Sec. 10.01

Secticon 10. Appointments

i0.01. Appointees in_PQsipjop§_QQded 1o the Classified Service

(a) When additional state agencies or.parts of state agencies are added
to the classified service by executive order of the Governor with the consent
of the Commission and the appointing authority concerned, and whan additional
county or municipal agencies are added to the classified service by agreement
between the Tlocal government and the Diregtor with the approval of the
Commission, a date for the addition shall be fixed by agreement.

(b) A1l appointments made on and after that date to the positions added
to the c¢lassified service shall be made in accordance with these rules.

{c) A person empioyed in such a position continuously for six months im-
mediately preceding that date may take & qualifying examination administered
by the Director and may be given a probationary or permanent appointment in
the position if he passes the examination. If so recommended by the appoint-
ing authority, he may be admitted to such an examination regardiess of the
minimum qualifications for the class to which the position is allocated.
Such gualifying examinations shall be held within six months after the date
of addition of the position fo the classified service. Such examinations
snall include appropriate written and performance tests where such tests are
included 1in open-competitive examinations for the class. An employee who
fails to pass the qualifying examination shall be separated within thirty
days after the examination uniess there are no available eligibles on the
register for the class, in which case his employment may be continued but he
must be separated within thirty days after certification of available
eligibles. - -

(d) A person employed 1in such a 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 separated
within thirty days after certification of available eligibles, provided, how-
ever, that he may be given a probationary appointment if he has passed an
open-competitive examination for the class and is within reach on the regis-
ter Tor certitication and original appointiment.

(e) In making the appointments provided for in Secticn 1Gi82 #nd 10/04
10.01{c) and (d) it shall be optional with the appointing authority whether
to count employment in the agency immediately prior toc such appointments as
part or all of the probationary period required under Section 11 of these
rules. The appeinting authority shall promptly report to the Director his
decision on this matter for the records.

Page 34




Sec. 10.02

Section 10. Appointments (Cont'd)

10.02. Original Appointments

(a) Al1 original appointments to positions exclusive of exempt positions
shall be made in accordance with tnis rule. Selection shall be made for each
position from the five highest available names on the register, as determined
by Section 9.02 exclusive of the names of those who failed to answer or whe
declined appointment or of those names to whom the appointing authority of-
fers an objection in writing based on Section 7.04 which objection is sus-
tained by the Director with the approval of the Commission.

(b) In sélecting persons from among those certified, the appointing
authority shall be permitted to examine their appliications and reports of
investigations and to interview them. Final selection shall be reported in
writing by the Personnel Officer to the Director.

{c) If the eligible selected declines the appointment, svidence of
declination and other such data shall be transmitied to ths Directer for
permanent record. An eligible may be considered by the Director as having
declined appointment if he fails to reply after five days in addition to the
time allowed for transmission of letter and return of reply, or 48 hours, if
notitied by telegram. ITf an eligible accepts an appeintment bui fails to
present himself for duty at the time and place specified without giving rea-
sons. for delay satisfactory to the appointing authority and the Director, he
shall be deemed to have declined the appointment.

10.03. Provisional Appointments

(a) If, in the opinion of the appointing authority, there are urgent
reasons fer filling a position and there are fAg fewer than three available
eligibles on the register established as a rasult of an examination for the
position, and no appropriate promotional register or other appropriate
register exists, the appointing authority may submit to the Personnel Officer
the name of a person to fi11 the position npending examination and
estabiishment of a register. If such person’s qualifications have been
certified by the Director as_ meeting the minimum guaiifications as to
training and experience for the position, such parson may be provisionally
appointed to fil1 the existing vacancy until an appropriate register is
established and appointment made therefrom. MNo provisional appointment shall
be made until the position has been classified and minimum qualifications
established therefore in accordance with this rule, No provisional
appointment shall be continued for more than thirty days aftier an appropriate
register nas been established for the ciass of position and in no event for
more than 6 months from the date of appointment, nor shall successive
pravisional appointments of the same person be permitted, nor shall a
position be filied by repeated provisional appointments.
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Sec. 10.03

Section 10. Appointments (Cont'd)

(b} A period of provisiconal appointment may apply toward completion of
the probationary pericd only for that part served continuously, in the same
class, and immediately prior to an original appointment. Employees not cov-
ered by Section 10.02 of this Article and all appointments made without
register subsequent to the effective date of this rule but prior to the hold-
ing of examinations shall be regarded as provisional appointments.

10.04. Intermittent Appointments

(a) The Director shall prepare Tists, composed of the names of persons
who have been permanent, probationary, or temporary employees appointed 1in
accordance with this rule for at Teast three months. Such lists, arrangad
according to classes of positions, shall be known as reserve lists. 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 class
of position. An appointment may be made to a vacancy in the specific class
of position for wnhich the reserve 1ist was established, as well as to a va-
cancy in a lower class of positien, without regard to the standing of the
persons on the reserve list, and without prior clearance with the Director.
An intermittent appointment to a higher class of position, however, shall not
be made from any list of a Tower class of position. When the reserve lists
become exhausted, appointments shall be made in accordance with other provi-
sions of this Section.

(b} The Director shall also prepare Tists of names of persons who have
successfully passed an examination for the Intermittent positions. Such
lists shall consist of the names of the successful candidate arranged in the
order of final scores on the examination. Selection shall be made for each
position from the five highest available names on the 1ist. Once a person
nas received an intermittent appointment in accordance with this naragrapn,
ne may be given successive intermittent appointments without regard to stand-
ing on the Tist. - )

(c) In no case shall intermittent employment of an individual continue
for more than six months in any twelve-month period beginning with the date
of the original intermittent appointment.

10.05. Emergency Appointments-In the event of an emergency which re-
quires immediate addition of personnel with such urgency that appointment un-
der other provisions of these rules is not feasible, the appointing authority
may make an emergency appointment without regard to other provisions of these
rules. In no case shall a person bs employed under emergency appofntment for
more than 30 calendar days during any twelve-month period. The Persconnel 0f-
ficer shall immediately report each emergency appointment to the Director in
writing with explanation of the nature of the emergency.
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Sec. 10.05
Section 10. Appointments (Cont'd)

10.06. Temporary Appointments-If an employee is needed for a temporary
period, a certification shall be made by the Director of the hames of those
eligibles 1in the order of their places on an appropriate register who have
indicated willingness to accept temporary employment. Certification shall be
made in the manner as prescribed in Section 9. Appointments shall be made 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
nead 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 his
eligibility for a probaticnary appointment. Successive temporary appeint-
ments Lo the same position shall not be made nor shall an employee receive
continued temporary appointments.

10.07. Posting of Job Openings-Whenever a job opening occurs in the
classified service, the appointing authority shall post a notice within the
building, facility or work area and throughout the agency that candidates
will be considered to fill the job opening. The posting of the notice shall
he at least ten (10) working days befére making an appointment to fill the
job opening. The notice shall state that & Jjob opening has occurred,
describe the duties to bhe performed, and the classification to be used to
fi11 the job opening. o

(a) The term job opening refers to any vacancy to be filled by original
appointment, promotion, demotion, lateral ciass change, reinstatement, or
Transfer. )

{85 R pdcdney 78 iy FUTYATNE Péradngny dafiiiéd BUdderary poditisy or
diy FAYTAEimé péridieny rév podiiion frédied By 4 reéorgdniZation or reéialigr/
Wery 81 Jep FuAcEisng/

{b) £¢) The posting notice shall include a description of the duties to
be performed by the person selected, the minimum quaiifications for the
position, the job classification to be used in filiing the job opening, the
salary level or range that will be considered, and the job location. WHgH
;gg;ggﬁfﬁié! LRE BEgLing ASLIcé wdy peegify 1w ¢ldgséd 1 2 Provdiisrgy
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Sec., 10.07

Section 10. Appointments (Cont'd)

An established c¢losing date, if any, for the receipt of applications
shail allow sufficient time to ensure that the job vacancy circulation has
been posted throughout the agency for ten (10) working days. The naming of
an individual to fill 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.

(d} The appointing authority shall give due consjderation of those
employees who apply Tor the posted vacancy.

{d} (e) Any employee in the classified service who believes that the
posting time and notice requirements df this Section have been violated or
who 1s denied consideration for the job opening shall have the right to
initiate a grievance dAdér BE¢iior £2 oF rHége Rirég dnd Réguldiiond wiihiin
Fiveé Vgrkivg ddyg oF Becguiind dwiré ¢F LWHé EFeny or Wilfip Fidé woérkivg ddyg
g7 ViRgn LRy shodTd WAddE Pégdné Addré 47 rié gigri/as provided for in Chapter
28-6A of the West Virginia Code, as zmended. (See Appendix A or State
Employee Grievance Handbook). -
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Sec. 11.01

Section 1l. Probationary Period

11.01. Nature, Purpose, and Durat1on

(a) The probationary period shall be a trial work period desmgned to al-
low the appointing autherity 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 shall be utilized for the most effective
adjustment of a new employee and the &limination of those who do not meet the
required standards of work.

(b) A1l original appointments to permanent positions shall be made from
officially promuligated registers for a probationary period of not more tnan
one year. The Commission/ AFLEF CORSUYLALIGR WILW Lhé Rd¥igdry Bodrds shali
fix the length of the probaticnary period for each class of position. The
appointing authority shall notify the Director of Personnel when z probation-
ary period has been completed and permanent status has been granted. The
provision shall nct be construed to prohibit application of time served in a
pravisional status to completion of a probationary period. However, it shall
be the responsibility of 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 & prcbationary period. Perma-
nent appointment of a probationary employee shall begin with fhe date ending
the probationary period.

11.02. Conditions Preliminary to Permanent Appointment

(a) Four weeks prior to the end of the probationary period, the appoint-
ing authority shall obtain from the probationary employee’s. supervisor a
statement in writing recommending that the employee Dbe continued or not be
cont1nued in serv1ce. This statement shall include an appraisal of the value
of the employee's services and shall include a service rating upon a form
prescribed by the Director of Personnel. In the event it is determined that
the services of the employee shall be retainad, the Personnel (Officer shall
notify the employee and the Director of Personnel of the action no later than
the last day of the probationary period. In the event it is determined that
the employee’s services are to be terminated, the employee shall be notifisd
of the action inwriting at least 15 days in advance of the date 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 probationary period,
either to retain or terminate, the employee shall be considered as having at-
tained permanent status. In the event the appo1nt1ng authority notified a
probationary employee that his services are to be terminated, and if said no-
tice is given before the date thai would have otherwise been the Tlast day of
the probaticnary periocd 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 not zpply to employees serving a 12 months probation-
ary period.
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Sec. 11.03

Section 1l. Probationary Period (Cont'd)

11.03. Prometiens during Probation-The serving of a probationary period
shall not, of 1tself, praveni an employee Trom bzing promoted to a position
in a higner ¢lass, provided he is certitied from an appropriate register for
such higher ¢lass of position in accordance with the provisions of Section 9.
If, within the above-mentioned limitations, an employee is promoted in this
way during a probationary period, the probaticnary period for the class of
nosition to which he is promeoted shalil begin with the date of appointment to
such latter class of position.

11.04. BDemotions during Probation-The serving of a probationary period .
shall not, of itself, prevent an employee from being demoted to a position in
a lower class, provided he mests the minimum qualifications of the TJower
¢lass. However, such action may not be taken until the employee has been
presented with the reasons in writing and has been given & reaschable time to
reply thereto in writing, or to appear personally and reply to the head cf
the department or his deputy. Neither shall such action be taken prior to
completion of one-third of the probationary period, and the probationary pe-
riod for the class of position to whichn the employee i3 demoted shall begin
with the date of demotion.

11.05. Transfers during Probation-An employee shall not be transferred
during his probationary period to a position in anotner class for which a
register exists, nor may an ampioyee, certified to a vacancy in & local of-
fice on a strictly local-area basis in accordance with the provisions of Sec-
tioen 9.03, be transferred from that local office ta any other office or class
for which a register exists until at ieast 60 days atter his appointment from
the local area register.

11.06. Dismissal during Probation

(a) If at any time during the probationary period, it is determined the
services of the employee are unsatisfactory, the employee mey be separated
from the service, but such action shali take place only after the person to
be discharged has been presented with the reasons feor such discharge or
reduction stated in writing, and has been allowed a reascnable time to reply
thereto in writing or upcon request To appear personally and reply to the head
of the department or nis deputy. The statement of reasons and the reply
shall be filed as a public record with the Director. HMotification of zhe
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 ieave. Fifteen days notice
shall not be reguired for employees in certain classes where the Commission
holds by formal action that the public interasts are best served by withhold-
ing such notice, and shall be at the discretion of the appointing authority
for employees in any class when the cause of dismissal is gross misconduct.
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Sec. 11.06

Section 11, Probationary Period (Cont'd)

(b} The Director, with the approval of the Commission and after
consultation with the appointing authority, may restore the name of a proba-
tionary appointee 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 Promoticons

(a) Whenever practicable and in the best interest of the service, 2 va-
cancy will be filled by promotion, after consideration of the eligible perma-
nent employees in the agency or in the career service upon the basis of
demonstirated capacity and quality and length of service. In filling vacan-
cies, an affort should be made to achieve a balance between promotion from
within the service and the introduction intc tne service of qualified new em-
ployees.

{b) A candidate for promoction must be certified by the Director to pos-
sess the qualifications for the position as set forth in the specifications
for the class of position for which he is a candidate, and he may be required
by the appoeinting authority to qualify for the new position by promoticnal
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 position by promotion competitive examination, such ex-
amination shall 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 gqualifications as to training and experience for the class of po-
sition. A promcticnal competitive examination shall consist ¢f any combina-
tion of the following: written tests, ratings on training and experience,
evaluation of recorded service ratings and seniority, performance tests and
oral examinations. The combination in each case and procedure for the deter-
mination of the passing grade shall be anncunced by the Director in advance
of the examination, and shall take into consideration approved practices.

(b) A1l employees who receive a passing grade shall be placed on a
promoticnal register for the class of position in order of their examination

ratings.

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

12.03. Promotion by Non-Compelitive Examination-If it is determined by
the appointing authority to fill a vacancy by a non-competitive promotional
examination, an employee proposed for promotion shall be examined by the Di-
rector in accordance with Section 12.02, and if found to qualify for the
class will be so certified by him.
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Sec. 12.03

Section 12. Promotions, Demotions and Transfers

12.04. Demotions-A permanent employee may be demoted for cause after the
person who is to be demoted has been presented with the reascns for such re-
duction stated in writing, and has been allowed a reasonable fTime to reply
thereto in writing, or upon request to appear personally and reply to the ap-
pointing authority or his deputy. The statement of reasons for the demotion
and the reply shall be filed with the Director of Personnel. If gr7i syfh
CEZEE LHE BMpYgyéd BRATT KEd@ If¢ Sdnd rigRi oF AppéaY fd Ithé Conimizgicd 49
! EnYdydes wid dré dididiiddéd/ A probaticonary employee may be demoted as pro-
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12.05. Transfers

(a) Except as otherwise provided in Section 11.05, a transfer of an em-
ployee 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-
sicn of the same or another agency may be made at any time by the appointing
authorities c¢oncerned. In the case of inter-agency transfers, annual and
sick Teave and all seniority rights shall be transferred with the employee.

{b) All 1inter and intra-agency transfers within a class snall be re-
ported to the Director on appropriate forms at the time of the transfer.
Transfers to cComparable classes shall require prior approval of the Director
who shall require that the employvee must meet the minimum gqualifications of
the new class. :

12.06. Posting Requirements

The vacancy posting requirements described in Section 10.07 of thess

Rules and Regulations shall apply to all FuXfAfiné classified position vacan-
cies except demotions with prejudice and/or transfers for cause, regardless
of the means used to fill such vacancy.
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Sec. 13.01

Section 13. Separations, Tenurs and Reinstatement

13.01, Resignations-An employee who resigns shall present the reasons
therefor in writing tc the appointing authority. A copy of the resignation
shall be forwarded by the agency to the Director of Personnel and shall be
recorded by him. If a written resignation cannot be obtained, the appointing
authority shall notify the Director of Personnel of the separation of the em-
pioyee and the circumstances. .

13.02, Dismissals-The appointing authority, fifteen (15) calendar days
after notice .in writing to a permanent employee stating specific reasons
therefeor, may dismiss any employee Tor cause. The zmployee shall be allowed
& reascnable time to reply thereto in writing, or upon request to appear per-
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 required for employees in certain classes when
the public interests are best served by withholding such notice, and shall be
at the discretion of the appeointing authority for employeses in any ¢lass when
the czuse of dismissal is gross misconduct.

13.03. Suspensign-The appointing authority may, upon orai notice con-
firmed in writing or by written neotice, suspend any employese without pay for
cause or to conduct an investigation regarding an employee's conduct which
has a job related adverse impact. The suspension must be for a specific pe-
riod of time, except where an employee is the subject of an indictment or
aother criminal proceeding. [HE eéfpipfeé mdy P@ zdipéndéd withpdr pay fir
Tégg or wgré rWAR EWIrey L2087 fdlédddy ddydl péddivg IHé durddné of ihé
EFTmiadY Procéddivid/ PErmangéri Iuployésd WYY AEdé EWE Fiddi 1g Apggdl i¢
e Conmisdion 7F fdipérded For widré LREn ERirdy [Z0) £4Tehddr ddyd id dny
1WEYVé wépEh peérigd/ The person being suspended shall be 2allowed a
reascnable time to reply therete in writing, or upon reguest 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.
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Sec. 13.04

Section 13. Separations, Tenure and Reinstatement

13.04,_Bg?uction—iq-Force

(a) Layoff. The appointing authority may release any employee,
without prejudice, because ¢f lack of funds, curtailment of work, o permit
reinstatement of employees on their release from periods of military service
in the armed forces of the United States, and to implement the provisions of
this subsection.” No permanent empioyee shall be released while there are
ninety~day exempt, Iintermittent, temporary, provisional, or probationary
employees serving in the same class of pesitions in the agency. The order of
separation snall be based on tenure as a permanent employee of a state agency
or in the classified service regardiess of job class. Time speni on leavs
without pay shall not be counted, but educatwonal and m1Tdtary Teave shali be
counted.

Layoff shall be conducted by job class. In the event that an agency
wishes to Tlay off a more senijor employee in that class the agency must
demonstrate that the senjor employes does not satisfy the training and
experience requirements of any other job class held by less senior empioyses
in the agency. Employees displaced by this procedure or separated because of
refusal to accept job reassidnment shall be considered as a lay off and shall
retain all rignts of recall as nereinafter provided.

(b) Recall. Reinstatement shall be in reverse order of the layoff to
any job within any ciass the employee previousiy held or a Tower class wWithin
any sucn class series, An employee will retain his place on the recall Tist
for the same length of time as his tenure on the date of his layoff or for a
period of two years, whichever is 1ess. No new employees shall bs nired for
any vacancy in nis or her job class or in a Tower job class in the series
until all eligible amployees on layoff are given the opportunity to refuse
that position. An employee shall be recalled to positions within the county
wherein his Tast place of employment is Tocated or within a county contiguous
thereto. Any Jaid-off employee who s eliigible for & reinstatement to a
position under these provisions shall be notified by certified mall of the
vacancy. It shall be the responsibility of the employee to not1fy the agency
of any change in mailing address.

(c) Salary reductions resulting from the provisions of the subsection
shaT] follow the salary reguiations for pay on demotion. (See Section 6.06
these Rules).

13.06. Like Penalties for Like (Offenses-In dismissals for cause and
other punishments, 11ke penalties snall be Tmposed for like offenses.

153.06. Tenure of 0ffice-The tanurse of office of every permanent amployee
shall be during good behavior and the satisfactory performance of his duties
as recorded by his service rating. This provision, however, shall not be in-
terpreted to prevent the release of an employee for cause, or the release of
an emplayee becauss of lack of funds or curtailmeni of work, when made in ac-
cordance with this rule.
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Sec, 13.07 T

Section 13. Separations, Tenure and Reinstatement

13.07. Reinstatement to Previous Class of Position

(a) An employee with permanent status under the West Virginia Civil Ser-
vice System, or a comparable system of personnel administiration existing in
the agency prior to the agency's affiliation with the Civil Service System,
whe has resigned while in good standing or who has heen releassd withcut
prejudice shall be eligible for reinstatemeni, provided he has been certified
by the Director as meeting thne current minimum guaiifications as to training
and experience of the class status of position to which he fis being ap-
pointed. Prior to making such certification, the Director may require such
employes to.pass & qualifying examination.

(b) Provisional, probationary, or permanent employees who Teave the
state service to enter the armed forces of the United States in time of war
or national emergency or under compulsory provisions of Taw of tne United
States in time of peace are entitled to reinstatement to their former posi-
tions or to positions of 1ike class, seniority and pay within 30 days follow-
ing application previded that within 9C days after release from active
military service such employees indicate in writing or in person to the
agency their readiness and ability to return to state employment., Veterans
hospitalized immediately on release from the armed services due to service-
connected disabilities must appiy Tor reinstatement within 80 days of their
release from hospitalization.

(c} Any veteran who has been in the armed services of the United States
and who has bean granted military leave from one of the Civil Service Agen-
¢ies and who returns to the Agency may be granted all within-grade saTary ad-
Jjustments and advancements he would have received had he remained in active
status in the State service, and he shall be credited with all annual, sick,
and compansatory overtime Tleave accumulated and unused at the t1me the
military leave began. It is undersfood that the regulations containsd in
this paragraph shall be uniformly applied to all veterans within an agency
having had military Teave and who return to the agency.

13.08. Reinstatement to Register

(a) A perscn who has had his name withdrawn from a register at his re-
quest may have his name reinstated on the currently effective register for
the same position class provided the original register is stil] in effect and
further provided that it has noi exceeded a pericd of three years., His rank
on the register shall be determined by his final earned examination rating.

(b) Reinstatement to a register as provided for in the foregoeing para-
graph shall be subject to the following condition:

1. The person petitioning such reinstatement snall make his request of

the Director in writing and shall furnish whatever information the Direc-
tor may reguire.
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Sec. 13.08

Section 13. Separations, Tenure and Reinstatement

2. No person may be reinstated to a register who does not satisfy the
current minimum qualifications for the position class for which the regis-
ter is maintained. The Director may require that such a person pass an
appropriate examination in the case of position classes requiring special

skills.

3. No person may be reinstated to a register from which he has been or
may be disqualified under any one of these Civil Service Rules: Section
7.04, Section 8.03, or Section 9.02.

Page 47




“

Sec, 14.01

Beetion 144 Appédid
144014 PEpERY Frow PiEdldgal] Puzpensiovii Pendiidnl PIgrinirgzisn

[d} RIGRY 8F APPEdY/Vpen Lig SECdrrénce oF dny drg oF Liié Follswing
EVerigl A PErvAnGnl enproyde VAT REFE LAE FI4RY LF APpEET £ Iié Cortnideion
foy reXigf fron fUe Actiou conpldingd ofY dAigniigddly] svgpedgipn for digre
YHAA LWIrEy [30) ¢aXenddr ddye if Afy Lwéldé [Y2] ASAtR perisdl démgrisns
dYSEriniviaiion A Ay TACTAEAt oF mpYoyrenty Inveldivg 2 Berdovingl Acyien pé/
¢ddde of poYILicdT oF reTigicvs dpinidns oy AFFITIaridrgs rdcés £exf ddéd
RadYddpd RELIGRAT SFTgin By SLHéy Adiineriy Bddéd pergsyindl 2¢visn/

(B) WrTLrép Repédl/Rugl Appedl SHATT Bé ¥ Wriving And fify BE pogis
vardgd A¢ TALEr IREF ERIrty [20) caldvddy diys AFLér Lié #ffédyidé diyé #f
i Agridnl A dupldyééd Wit Brodidé T4 LHE APPEAY rédugsy SUBEEARETAY fégf
AT ARTOradrion TReTAding 4 Apegifie rédivarion of Lié £17ddéd #4Y or Afis
APOUY  VATER LWRE  poipidyegtdppelTadt Te donpldiviidgl THE AppéAl pWATY Bg
PrARSHIvEEd e Lhe BIrecidr v sUATY Ad¢Wey IHd Appédl réduéer/ I7 Lré Con/
WIgsTon décidés £6 Wold B HEdring v A Appédl/ Lie DIrécidr sWall $6¢ & fors
wAY HEdrivg BeFore rié Conmiddisd VILWIA Aiviédy [90) £ETédddr ddys A7fér rét
¢eipy of tiié Appddl/ Id AdFAnde ¢F rVg Wedridd/ rig Dirécidr gWdI7 Traidh 4
¢apy OF LiE Appddr 1d tWé APPSTVLIng AMYHAFTLY o7 LHé Adédey fordérded/

Leh NoLide oF AAriAd/BoiR Lie edpldyéé drd LWé dppsinving adinerivy ¢f
EWE Adéviey TAFEIded gRell receive redddnailé AdVavce rgviTicduien ¢F £Ré tivé
Add prdcd oF tihé Héarind/

{d] Bigdgddrytd Brodd ford oF digedddry éXiguz i¢ Sivglify condidy of
iné Conmissidn Aedrinde/ BoYW 1ig AppPAIALIAG RUYWErTEY Add 1THE AddiTeréd
gnfpYgyed/dppeyYddy SHETY Wddé LAe ridWi 14 IAguireé Afnd redéidé Adgvérd fréd
LH¢ PLAEr PEAFLY BY SUHEr Periodd rovderding evidénce reéldddnl Lo LHeg 7dsdés
¥ e Hedrinds BOLW mdY Tngpéii Ady Adcud@iid oF SYREr éiidénde 14 ¥R pig/
FEddTad 47 LRE BUMAF PArLY oF SYWEr PErsgii cOriérdivd édidénde reldiddy ig
tHe 1ddvgs ZY e fedrTRdl DRYY wmarrérs WATdd Aré pary oF EWé AYidrddy Wdrk
Preducy gy Arg oERErMAde Priyivédéd By Tdv dré elenpréd From LHé reéddiredédrs
oFf Efie Fdctidd/ TWe Ivrénf @7 EH7¢ sécfipn 18 16 A1ToW A¥Sddiéry oF Fédrs
Tr F WARAEr sTWiTEy 1d YR WEy NTrFeinild RdXés 8F CIvit Précéddre nclvdivids
BUY ASE FiwTiéd £44 usé g7 TRLEFFIdeioriés) depdeitidna réduegry for Adnig#
$igrdl Afd FédUdgEs FoF Ordduciidd ¢f AdCundavds THE fedpe oF Lidédiéry
SUAYY AoE Bé Timiréd BY LRé WELy ¥irgiAid RuYed ¢F LidiY Prodgdire/

18] BYTPAYAYTOAL/TeR (1D) tdTérddr dayg prior id rié Codmidsidn redrivgd/
BOYH Lig APPEIREING RALVSriLy Avd tie eipioyse/appgel iy snall supniiy L4 Lieé
Conmidd¥dd & s7gvéd Joiny SETPUTHETON £ediing FOrel IWé for¥ouivgs

i Tgguds 1o e decidéd)

24 pELALEMERY oF UAdigputed Fd¢igds TRCTUTAG FALES Lo MHTEH éadh itnéds
WYYY tegtifyi

Pi pERLEMERY oF dldpdidd Fderel IACIUdTAG FALYS L4 WRTCKH éA¢R Witrgss
WIYY Lédtifyy

Page 48




Ser. 14,01

Jeeyidn 144 Rppedrd LCovE/d4

Al ApRTTCdBYE Taviz! #ddd
B/ EXHIBIES ig Be TALYOdveddl WILA &r WItRSUL dBIéctidi/

[7) FAITMré 87 giLidy party i ¢omply With LW7g feciidd may régute in #n
ddyeysd déeigioh By Idé Conniggion o LWg mériyg 87 tHé cdgé/ IY wilY Bé
digereyiondry with rhe Ugunigdidn Lo Wadiveé LHe giddéd Fd7aY sYipdldyicn réf
g;;;????;é/ THe PArLids wdy EnYer TnYe 4AY OLWér Exipdldzishs WEIsrdlr tg ihé

{8] ALdring/TAe euipldydd And 2f Zdédcy oFFI¢iaT dédidndigd By iHg #g/
PETRYIAd  AUERSFTEY SHATT Wddg LUE Fidiy i9 Présénty wirdégdéd dAnd giveé
gfiddice Bergrd tWe Comnidgidn/ TEgUATEAT rutéd oF é¥idéfdd SHALY Aoy 4pply
dY Li¢ HEdring oF el Appedlss AL Ary SdeH REdrigs rag Appeinyivg AdiVdrs
1Ly AWAXT BEdy rLide PUrdén oF doidd Tovrvdrd viid éiidénde ¥d edydBlidd 1Hdy
e AfSWigsdl densLions SUIPeALidns or SIWEr Roguigriy Bégéd pergsndél #¢/
Lidy Vds AGY AFBIYFAFY BY EAPri¢igds Add vEs FoF gedd ¢dvsé/ THE Appoidiidg
AUTAGYILy Algs Pedrs LthE Purdéd oF perddddiogr dnd gugh Burdéd gWAIT réméid
VYLK Eié APRSTREIAG AULREFTES LUFoUgUddt éxéry stddé o7 2udh heédrings

Ih] COREivdancErContiniaeds oF 4 Hedridg way pé drdied By ihé Loudis/
ST BATY TEr fodd fddgé ZhRgwn/

141027 Peeizidn

[47 WILWin Lhirey (30) ¢d1énddr days AFYér thé Wedridds iig Comuigsisn
SHAYY repgri 1vs Adeision I8 VFTYIvg ¥ tHé Appdidiind AdYUSrILy And tHé gw/
preydd/ I7 pié Coumiysish Finds LAY LWE Afvidd somplédivéd of wdd rdikenm By
iHé AppEiviing AdLWgrity Witnddr 4odd cadié] TUHE gaplayéé 2RATY e réifgrired
ig Aig £r AEY formér Bogiiigp gr & Pogi¥igd o7 Tidé sidyds Add pay Wirhody
Téde oF PAy For L@ peridd ¢F LRé diduiidddl/ Lspengioni deéndiisry dénigr ¢f
prodcedurdY dué preéceésds rigrie oF SYWEr MASHiériy Béged pérsonder dcrisd dnd
sUdTY B¢ Avdrdéd Hig redspuddle add Aéc@dedry ALLgrAdy Tégy #Apeided EHéréin
sUgH Tégs Lp Bé paid BY LHE APpoinfing AALWorizy/ IF YRg Cowwiggisy Findg
EHAY tUWg d¢iigh coupldiAéd o7 did LAKER BY LHE Eppeifiidgd AVidgriLy vds iée
sEydrd UYL Vidg WItH digd fAugé) IHE Toidiggien wdy Brofidé Fér gudr SYHér
;g?égﬁf?{é;ﬁﬁﬁd#éﬁ g3 Wiy B¢ deéied Appropridie Add 1 £ié BEgy IAiérésy of

187 I AYY tddés Lhg Towniggidn HATT Hadg fiid EXpréss AdrRprivy vy orf
der £6 Profidé foy suddl rénédidd 45 1Y vidy déén Appropridig Afrér 11 Hig widd
g LONPTELE Fédigvw £F LUE ETredmdidngéd oF ddel Thdididddl ¢dgé/ Buéh réms
gdids SHAIY TACIdd@] BUL ApY BE TIvliidd rgl LW rés¥drayidn of Lhé sugpéns
g¥dds ¢y rETASERLEéndry oF AF TAdTSYAMAT X6 Wig Formér pgogiticd gr £ pof
SILYod oF YiKe ZEdidg And payi oF ré/évplaymént 1o 4dy oLHér pagition wilidn
Edé Cowmigdion fddgéd Id Beé If I BELL THLErédy #F LHé PRrLiddl oF Ay
eOnBTAAY Yo oF BUeH rFenddidd/ WHER 2ny édployée 78 diswiigged Afd Aoy réiv#
srdved ATLEr BUCR ApPEdl( EUE COWRiTgEToR dY Tid ATZeréiidy may divedr rhar
ihg ErpTAYER/d rdui¢ B¢ plAddd S7 AA APPrOBridie réleMpldymédr Ti¥Y for #ws
pYoyniddy 74 AAY BELILidV UMY VAR LHE £ng from wiHIdH We Add Féér rémgigd/

Page 489




[ —

Sec. 14.02
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14703/ Rgpedl For EXLUTRdrioy Refderign
14.01, Appeal for Examination Rejection

{a) Appeal Reguest-Any applicant whose application for examination has
been rejected may appeal tc the Commission for reconsideration of his
qualifications. The Commissicen shall consider such appeal 1f submitted in
writing and served not later than fifteen (15) calendar days following the
date the rejsction notice was postmarked. Pending the outcome of the written
appeal, applicants may be admitted to an examination. Admission to an
examination under such circumstances shall net constitute assurance of a
passing grads with respect to the other portions of the examination process.

{b) Decision-Within thirty (30) calendar days after a properly submitted
appeal 1is received, the Director shall report the decision of the Commission
in writing to the applicant. The Commission shall determine that uniform
rating cor review procedures have been applied. A rating in any part of an
examination shall not be changed unless the Commission finds that an error
nas been made. Any correction resulting from the appeal shall not affect a
certification or appeointment which has already been made from a register.
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Sec. 14.05

Section 14. " Appezals {(Cont'd}

1403/ Rpped] For Reéndydl from Redigiér
14.02. Appeal for Removal from Register

(a) Appeal Regquest-Any person whose name has been removed fTrom a
register allegedly for reasons specified in these Rules may appeal to the
Commission for reconsideration. Such appeal must be filed in writing with
the Director within fifteen (15) calendar days after the date on which
notification to tne applicant was postmarked. Such appeal shall state the
reasons why the applicant should not be removed from the register.

(b) Decision-The Commission shall review all relevant information to de-
termine if The action apprealed was faken in accordance with the Ruies and
Regulations. Within thirty (30) calendar days after a properly submitted ap-
peal is received, the Director shall report the decision in writing to the
applicant.
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Sec. 14.06

Section 14. Appeals (Cont'd)
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Sec. 15.01

Section 15. Classified-Exempt Service

15.01. Classification Plan for the Classified-Exempt Service-Upon the
recommendation of the Director, the Commission shali adopt and make effective
a classification plan for the classified-exampt service. This plan shall be
so develeped and maintained that all pesitions sufficiently similar with re-
spect to type, difficulty, and responsibility of work are included in tne
same c¢lass and are filled by the same means of recruitment. The plan shall
bhe based on an analysis of the duties and responsibilities of each position,
and each position shall be allocated by the Director of Personnel to its
proper glass in the plan.

15.02. Report of Duties and Responsibiiities-~Each appointing authority
shall report tc tne Director the establishmeni of new positions or any mate-
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 position in the classified-exempt servica.

15.03. Report of Employees-The appointing authority shall, on the appro-
priate specified forms, repcrt to the Director any changes in class title,
pay, and status of any employee in the classified-exempt service.

15.04. Certification of Names for Filling VYacancies-~If an appainting au-
thority wishes to request names of appiicants for consideration for employ-
ment in the classified-exempt service, he shall make the request on appropri-
ate forms specified by the Director. To reduce the impact on hiring in clas-
sified service, the Direcior may send names irrespective of order of scores
and may delay Tilling such request until certifications for the classified
sarvice are complete. In no event snall a classified service vacancy be
filled from a certification prepared for a classified-exempt service vacancy.

15.05. Reguest for Reconsideration-The employee affected by the
allocation of a position to a class may file with the Director a written
request for reconsideration and shall be given a reasonable opportunity to he
neard by the Director. The interested appointing authority shall be given
like opportunity to be heard. The appeal of a classification action shall
follow the procadure established in Fg£Eidn 14/0£4 4Ff ivigdéd RyY4g.Section 5.07
c¢f these rules.
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Sec. 16.01

Section 16. Attendance and Leave

In compliance 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 shall apply to classified employees.

16.01. Official Holidays

In accordance with Chapter 2, Article 2, of the West Virginia Code, as
amended, official holidays are New Year's Day, Martin Luther King's Birthday,
Lincoln's Birthday, Washington's Birthday, Memorial Day, West Virginia Day,
Independence Day, Labor Day, Columbus Day, Veterans' Day, Thanksgiving Day,
Christmas Day, any day in which an election (Primary or General) is held
throughout the State, and such other days as the President, Governor or other
duly constituted authority shall proclaim to be legal holidays.

When a holiday falls on a Sunday., the following Monday shall be cpserved
as the official holiday. When a holiday falls on & Saturday, the previcus
Friday shall be observed. When Christmas or New VYear'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
empioyees in advance of altered holiday work schedules and should schedule
altered holidays on days as close as possible to the normal holidays.

Agencies shall make reasonable accommodation to an employee’s religious
holidays as required by law.

16.02. Agency Work Schedules-Each appointing authority shall establish
the work schedule fTor the employees of his agency. The work schedule shall
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 each work shifi begins and ends. Such work schedules
and changes thereto must be submitted to the Director within fifteen (15)
calendar days after employees commence work under the schedule.

16.03. Annual Leave

(a) Amount, Accrual-Except as otherwise noted in these rules, each enm-
ployee shall be entitled fo annual leave with pay and benefits. The table
below Tists rates of accrual according to the employee’s length of service
category and the number of hours of annual Teave that may be carried forward
from one calendar vear to another. Annual Teave cannot be accrued for nours
waorked beyond the normal work week.
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Sec. 16.03
Section 16. Attendance and Leave (Cont'd)
Length of Service Categgfy Accrual Rate Carry-forward Hours
Less than 5 years of reguiar .0576% hour per hour paid 240 hours
employment
5 years but iess than 10 .06823 hour per hour paid 240 hours
years of regular employment
10 years but Tess than 15 .08077 hour per nour paid 280 hours
years of regular employment
15 yeéars or more . ’ .0%231 hour per hour paid 320 hours

(b) Service to Qualify

1. Qualifying service for lengih of service category (Section 2.1} fis
based on State employment in an agency covered by Civil Service.

2. Lredit may also be given for other State employment not in a covered
Civil Service agency 1f requested in writing by the appointing authority
of the coveréd agency and the executive or administrative head wheo is the
Tawfuily dealegated authority in the non-Civil Service agency and approved
by the Director of Personnel.

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

{d) Coverage

1. Annual leave shall not be accorded temporary, 30-day emergency, per
diem, or 90-day exempt employees.

2. Annual leave shall be zaccorded provisional, intermittent, irregular
part-time and temporary (appointed from the register) employees. Such
Teave must be taken prior to the expiration of the period of appointment,
uniess immediately followed by an appointment from the register or be for-
feited.

3. Apnual leave accorded part-time emplcoyees shall be computed in
proporticn to hours worked based on the proper length of service category.

(e) Minimum Charge-The minimum charge against annual Teave may be one
half (1/2) hour. Additional Teave may be in multiples of a half hour.

{F] PEdYl of PoployéefUpsn tHe dedili 67 Ad uiployed wid HAd Ady ddéd 471
dcerudd AVAYEY Teédve/ IWE drdgéd porvien shdlT Bé pdid 14 such wdridér d3 £4
BEAETIV LHE Bdpioyéd/s @4riyé/ Payngntl gRdll AL Pé Tivitéd td rfé fédindd
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Sec. 16.03

Section 16. Attendance and Leave (Cont 'd)

CAFPYATOIMArd EMgUdy For YEdgid oFf £éryicé carédery Add wdy vé pdid I Iinpg
du A3 proidéd 1A 3évion 18/03LEI7 BT LHegé ruréss

(f)f¢) Separation From Employment-An employee who separates from
employment for any reason @ALEPL Ap Afsfriped in I8L03[F) oF iRgdd RUTés #dd
ReguTALorg shall be paid for all accrued and unused annual Teave.fdt 1¢
gidedd LHd mEAiwdn LAFPYSHEF Wourd TEF IHE FPPFOPFIRLé XYéddiM 4F Eeriicé
¢dvdddry/ Annual Teave does not accrue, salary adjustments shall not be
given, and payment shall not be made for holidays which occur after the
effective date of separation or Tlast day worked during the notice period.

Such payment shall be made according to one of the following methods:

1. An employee may elect to be paid in bi-monthly instaliments as if
employment were continuing until the pay period during which the accrued
annual leave is exhausted. If the Tast day for which separation leave
payment is due falls before the day on which the pay period ends, separa-
tion leave payment for those days within that pay period shall be calcu-
lated using the daily rate for the month in which {he Tast day on payroll
occurs. Employees in positions allocated to Job classes assigned to an
hourly pay schedule or per diem pay schedule approved by the Commission
shall be paid according to these standard procedures.

2. Any eiigible employee as defined in § 5-5-1 of the West Virginia
Code as amended, who is separated from employment by resignation, layoff,
dismissal, retirement, deatn, or termination, may be paid in Tump sum, at
their option, for accrued and unused annual Teave.in Ag¢dredhde Wiy LHig
dEPUidn ARd BEEEidA 1BLQRITT £F iWgde Ruldd #And Régul&rigdg/ Separation

leave payment for an employee who selects a lump sum payment shall be
calculated using the AWAUAYTZEd Hodrry rdeé o7 pay Esvabiiergd Fér ié
¢Ydsd By Gidir 3Eyéidé/ daily rate of pay For the month(s) or portion of
the month which the accrued and unused annual leave covers. Eemployees 1n
positions allocated to job classes assigned to an hourly pay schedule or
per diem pay schedule approved by the Commission shail be paid according
to those standard procedures. 1he lump sum payment shall be made by the
time of what would have been the employee's nexi regular pay day had his
employment continued. No deductions may be made for contributions foward
retirement from the jump 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 established by the Public Employees Insur-
ance Board or to acquire additicnal credited service in the retirement

system.
(g) W) Transfer of Annual Leave

1. When a coverad employee transfers from one agency to another, all
senfority rights and accrued annual leave shall be transferred. The
previous employer must provide written documentation of the employee's an-
nual ‘teave balance Lo the other agency within thirty (30) calendar days
atter the employee commences Work.
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Sec, 16.03

Section 16. Attendance and Leave {Cont'd)

2. At the discreticon of the appointing authority, annual Teave accrued
while in amplioyment as defined in Section 16.03(b)2 may be transferable to
overed agancy employment.

(h)f7) When Sick Leave Exhausted-For illness of an employee, when the
empioyee’'s sick Teave and compensatcry time are exhausted, or for illness
in an employee's immediate family when the sick leave allowance of 24 40
hours per calendar year is exhausted, an emplovee who requests utilization
of annual leave under this Section must be granted any or all accumulated
annual Jeave, provided the empioyee's illness or the reasons necessitating
the presence of the employee with his or her family are verified by a
physician's statement in cases 1in which the leave extends beyond three
working days. The immediate family shall be understeoed to include only
the emplioyee‘s father, mother, scn, daughter, brother, sister, husband,
wife, mother-in-Jaw, father-in-law, son-in-law, daughtar-in-law,
grandfather, grandmother, grandchildren, stepmother, stepfather, and
stepchildren. :

16.04, Sick Leave

(a) Accrual-Except as otherwise provided in this section, each
employee shall receive accrued sick Teave with pay and benefits. Sick
lTeave is computed on the basis of .06923 hour Teave per hour paid not to
exceed the normal work week. There shall be unlimited accumulation of

sick Teave.

(b) Coverage

1. Sick Teave shall not be accorded temporary, 30-day emergency, 90-
day exempt, or per diem employees.

2. Proyisional, temporary {appcinted from the register), irregular
part-time and intermittent employees shall accrue sick leave. Such Jeave
expires at the termination of the period of employment unless immediately
followed by an appointment from the register,

3. Part-time, probationary, and permanent employees shall accrue sick
leave with pay and benefits on the basis of .06922 hour Teave per hour
paid (not to exceed forty (40) hours paid per week).

(¢} Minimum Charge-The minimum charge against sick leave may be one half
ﬁ1/2) hour. Additicnal tTeave may be charged in muiltiples of one half (1/2)
nour,

(d) Maximum Charge-The maximum charge against sick leave will be one
work year per substantially continuous absence after which time the employee
should consider disability retirement. The appointing authority may at his
discretion grant additional accrued sick leave.

(e) Separation From Service-Sick Teave doces not accrue, salary adjust-
ments shall not be given, and payment shall not be made for holidays which
occur after the effective date of separation or last day worked during the
notice period.
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Sec. 16.04

Section 16. Attendance and Leave (Cont'd)

1. Retirement-Unused sick Tleave may be used to purchase extended
insurance coverage upon retirement under guidelines estabiished by the
Public Employees Insurance Board/ or to acquire additional credited
service in the retirement systeam.

2. A1l Other Separations-All accumulated sick Teave shall be cancelled
as_of Ihe etrective date of separation of employment or last day worked
during the notice period. If the employee returns to work within twelve
{12) calendar months a1l lost sick leave shall be restored. However, if
the emplioyee returns to work after more than twelve (12) calendar months
from the effective date of separation of employment, no more than thirty
(30) days of Tost sick Tleave shall be restored. If an employvee is
recalled from a Tayoff all lost sick ieave shall be restored.

() Granting-Accrued sick leave shall be granted to employees for the
feollewing reasons:

1. Iliness=Sick leave may be granted in the event of an illness of, or
injury to, an employee which incapacitates him from performance of his du-
ties. An employee who elects not to utilize sick Teave under this section
must apply for a medical leave of absence without pay under Section

16.08(b).

2. Death in the immediate family of the employee-This provision snall
be understood to include 3 days; and the immediate family shall he under-
stood to include only the father, mother, son, daughter, brother, sister,
husband or wife, mother-in-law, father-in-law, son-in-Taw, 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 stafes in writing that the employee's presence on
duty may jecpardize the nhealth of others.

4, Pregnanc -An incapaciiy due tao pregnancy shall be charged to sick
leave under tne same conditions applying to any illness.

5. Routine Medical Appo1ntments -Employee-Routine dental and medical
appo1ntments for treatment or examination of the emp]oyee may be c¢harged
to sick Teave.

6. Illness and/or Routine Dental and Medical Appointments-Immediate
Family-Absence for 11Tness or rouiine dental or medical appointments 7Tn an
employee's immediate family may be charged to accrued sick Teave, not to
exceed 24 40 nours 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 writien
statement from the attending physician for ail consecutive days of sick
lesave granted beyond three working days. The physician’s statement shall
specify the period of incapacity and state that ihe employee was unable to
perform his job. In the absence of ihe physician's statement, annual
Teave shall be charged for the entire period. For extended periods of
sick leave, a pnysician's statement confirming the necessity far continued
leave must he submitted every thirty (30) calendar days. The necessity
for absence because of exposure to contagious disease must be verified re-
gardless of the length of absence.

2. The Director shall prescribe a physician's statement form to be
supplied by all agencies to its employees. Use of this form 1is
discretionary with the agency.

(h} Transfer of Sick Leave

1. When a covered employee transfers from one agency to another, all
accrued sick leave shall be transferred. The previous employer 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 Section 16.03(b}2 may be transferable to
covered agency employment.

(1} I1lness While on Annual Leave-An employee who becomes 111 and who is
admitted to a hespital or has medical services performed in an emergency room
while on previousily approved annual leave may request that all or part of the
time spent in a hospital or emergency room be charged to sick leave. The em-
ployee must request such action immediately upon return to work and must pro-
vide a physician’s statement or hospital statement listing the specific dates
of hospitalization or emergency room seryices. GSick leave will be charged
only for the period of time the employee is hospitalized or in the emergency
room. The remainder of the time must be charged te annual Teave.

16.05. Suspected Leave Abuse-When an employee appears tao have a pattern
of leave abuse, the appointing authority may request appropriate supstan-
tiation of the employee's claim for leave, for example, verification of il11-
ness of Tess than 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
empioyee’s 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 action is being taken. Unauthorized leave shall be used only when the
employee fails to notify the appoiniing authority, according fo agency
policy, of the reasan for azbsence. Such action must be transmitted to the
Director of Personnel. ’ '
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Sec, 16.08

Section 16. Attendance and Leave {Cont'd)

16.07. Overtime Work and Holiday Work-An appointing authority or his
designated representative may require an employee to werk in excess of the
prescribed working hours or on nolidays when such work is deemed necessary to
the public interesi. Compensation snall be made in accordance .with the
Winigdnt Wdgé Ad WAXindot Hodr BrdndArds Enpioyés Lavi CHAPLEr 214 ArEiché 824
Weésgy Hirginid Codés 28 améddéd/ Add EiHé Weézl NTFginid Dedarinedy of LAPor Ad/
AYATSEv#ET Ve Reguldafidag.Fair Labor Standards Act of 1986,

16.08. Leave qf_Absence Without Pay

(a) Personal Leave-Upon application in writing to and written approval
of the appointing authority, a permanent, probationary, or provisional
employse may be granted a Teave of absence without pay for a specific period
of {ime whicn normaily should not exceed one year. A leave of absence with-
out pay may exceed the normal one year limitaticn and may be granted at the
discretion of the appointing authority based on the departmant’s personnel
needs. Time spent by probationary employees for leaves of absence shall not
be construad as time served in completing the probationary period. This sec-
tion shall not be construed To extend the provisional period limitation.

(b) Medical Leave; Notice to Employee

1. An injured or 111 permanent smployee upon written application to the
appeinting azuthority shall be granted a medical Tesave of absence without
pay not to exceed six {6) months within a twelve month pariod provided:

a. The employee makes application {1} no Tater than fifteen (15)
calendar days following the expiration of ali sick leave and compan-
satory time or (2) no later than fifteen (15) calendar days follow-
ing the date on which the employee filed a claim for Workmen's Com-
pensation or (3} within fifteen {15) calendar days after the em-
plovee is injured or i11; and

b. The employes’s absence is due tc an illness or dnjury which is
verified by a physician's written statement that the employee is un-
able 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 Teave; 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 autnhority shall, at Teast 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 em-
ployee's right tc a medical leave of absence without pay and that the
lTeave will not be granted if the amployee fails to apply within the above
time Timits. -
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Sec. 16.08

Section 16. Attendance and Leave {Cont'd)

{c} End of Leave-At the expiration of Teave of absence without pay, the
employee shall be reinstated to his or her former position, or one of compa-
rabie pay and duties, without loss of rights, unless the position is no
Tonger available due to a reduction in force caused by curtaiiment of funds.
If the Teave of absence without pay was granted for 1ilness, the employes
must furnish from the attending physician a certificate indicating the abil-
ity of the employee to return to work. The appointing authority may permit
an employee to return to work at or beforz the expiration of the leave of ab-
sence at less than full duty, but the terms of return snall be written and
are subject to review and renewal every thirty (30) calendar days. Such re-
view may include the requirement of additiona’i certification by a physician.
Failure of the employee to report promptiy at the expiration of a Teave of
absence without pay., except for satisfactory reasons submitted in advance to
the appointing authority, shall be cause for dismissal.

{d) Reperting Procedures-The appointing authority must report a leave of
absence without 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 extension of a leave of absence must also be reported.

16.09. Injury on the Job-During that period for which an employee
receives temporary total disability benefits from the workers' compensation
fund which are billed to such employee’s state agency employer, such emplioyee
shall recelve payment of sick Teave compensation only to the extant such
compensation exceeds the amount of the temporary total disability award but
the combined fotal of sick leave compensation and tempcrary total disability
award shall not exceed the amount of the employee's basic salary. Such
empioyees accrued sick Teave hours shall be charged only for the nours to
whnich such net sick leave compensation relates.

18/094 16.10. Military Lzave

{a) A1l employees who are members of the National Guard or of any of the
Reserve Components of the Armed Forces of the Faderal Government shall be en-
titied to leave of absence from duty without loss of pay, status, or effi-
ciency rating, on all days during which they shall be engaged in drills 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 authority. The term
"without Toss of pay" shall mean that tne employse shall continue to raceaive
nis normal salary or compensation, notwithstanding the fact that such em-
ployee may have received other compensation during the same period. An em-
ployee need net exhaust all annual ieave, sick Teave, or compensatory time.
Furthermore, sucn Teave of absence shall be considered as time worked for the
agency 1in computing seniority, eligibility for increase and experience with
the agency. The terms of this paragraph shall not apply under the provisions
of any Selective Training and Service act, or other such act whereby the
President may order into active duty the National Guard and the Reserve
Components of the Armed Forces of the Federal Government. An employee shall
be required to submit an official order from the appropriate miJitary officer
in support of the request for military leave above referred to.
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Sec, 16.09

Section 16. Attendance and Leave (Cont'd)

(b) Any employee entering the U.S. armed services in time of war, na-
tional emergency or under compulscry 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 to 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 sSec-
tion 13.07(b) of the Civil Service Rules and Regulations. Employees shall be
credited with all annual Teave, sick leave, and compensatory time not used at
the commencement of his military leave in accordance with Section 13.07(c) of
the Civil Service Rules and Regulations. This paragraph shall not be con-

strued:

(c) As an attempt to enlarge or to extend the Tength of employment cf
any temporary empioyee or to create a definite term where no definite term
with respect to the position heretofore existed.

{d) As providing that the salary paid by the agency shali continue to be
paid to the employee while he is not performing the duties of his position
with the state because of such services with the armed forces of the United
States.

(e} To the extent that any portion of this section is inconsistent with
or conflicts with the requirements of any applicable federal statuie, rule,
or regulation regarding military leave or re-employment rights, the provi-
sions of the applicable federal statute, rule, or regulation shall govern
only to the extent that this section is inconsistent or in conflict with such
federal statute, rule, or regulation.

164¥0. 16.11. Court, Jury, and Hearing Leave

(a) Upon application in writing, an employee shall be granted Teave with
pay when, in obedience to a subpoena or direction by proper authority, ne
serves upon a jury or appears as a witness before any court or Judge, any
legisiative committee, or any officer, board, or body authorized by Taw to
conduct any hearing or inguiry.

(b} The employee shall furnish such written confirmation of absence as
is required by the appointing authority. The employee shall be entitled to a
Teave of absence with pay for the period of absence required to perform such
duty. Annual leave will not be charged during the time the employee is on
court, jury, or hearing leave.

¥g411. 16.12. Education Leave

(a) Subsidized by Agency-An agency subsidizing advanced educational
training for state empToyees may grant to selected employees educationai
Jeave subject to conditions stipulated by that agency. The procedures for
granting educational leave and compensatary payment shall be filed with the
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Sec, 16.17

Section 16. Attendance and Leave {Cont‘d)

Director of Personnel. Such leave shall be considered as continuous employ-
ment, except that employses while on educational leave shall not accrue sick
leave, annual TJeave, or compensatory time, nor shall such employses be
eligible for salary advanceaments.

(b) Non-subsidized by Agency-Leave of absence may be granted for educa-
tional purposes. See Section 16.08(a).

I8/¥2. 16.13. Supplementary Attendance and Leave Regulations-Each agency
shall prepare supplementary regulations as may be required. Copies of all
such regulations snall be filed with the Director of Persgnnei.

18/Y2. 16.14. Distribution of Regulations-Each agency shall make
available to each of 7is employees a copy oFf these attendance and Teave
regulations together with the agency's own supplementary attendance and leave
regulations.

18414, 16.15. Leave Records-Each agency shall maintain a current leave
record of its employees' accrued and used leave. Each employee shall have
access to his. or ner leave records subject to the appropriate agency's
established rules and regulaticns.
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Sec. 17

Section 17.7 Service Ratings

The Director of Personnel, after consultation with the appointing au-
thorities, and with the approval of the Commission, shall establish and make
effective a system cof service ratings designed to give a fair evaluation of
the quality and quantity of work performed. Insofar as practicable the sys-
tem of sefvice ratings in the classified service shall be uniform. Such rat-
ings shall be prepared and recorded for all permanent and provisional employ-
ees at regular intervals not to exceed twelve months. Service ratings shall
be considered in determining salary advancements and in making promotions,
demotions, and dismissals{ Add id AEEErnining LHé 2rdéry oF SEpArdiidnd ddé 1d
Yédudiygn id Férdé/ An employee shall be notified of his szrvice rating in
writing by the Personnel Officer of the appropriate agency.
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Sec. 18.01

Section 18. Political Activities

18.01. Prohibition of Political Activities

(a) No person shall be appointed or promoted to or demoted or dismissed
from any position in the classified service or in any way favored or dis-
criminated against with respect to such employment because of his political
or religious opinions or affiliations or race; but nothing herein shall be
construed as precluding the dismissal of any empioyee who may be engaged 1n
subversive activities or found disloyal to the nation.

(b) No person shall seek or attempt to use any political endorsement fin
connection with any appointment in the classified service.

(¢c) No person shall use or promise to use, directly or indirectiy, any
official authority or influence, whether possessed or anticipated, to secure
or attempt to secure for any person an appointment or advantage in appoint-
ment to a position in the classified service, or an increase in pay or other
advantage in employment 1in any such position, for the purpose of infiuencing
the vote or political action of any person, or for any consideration.

(d) No employee in the classified service or member of the Commission or
the Director shall, directly or indirectly, solicit or receive any
assessment, subscription or contribution, or perform any service for any po-
Titical party, committee or candidate for compensation, other than for ex-
penses actually incurred, or in any manner take part in soliciting any such
assessment, subscription, contribution or service of any employee in the
classified service.

(e) Notwithstanding any other provision of this code, no employee in the
classified service shalti:

1. Use his official authority or influence for the purpose of
interferring with or affecting the result of an election or a nomination
for office; : . o o - ' )

2. Directly or indirectly coerce, attempt to coerce, command or advise
a state or local officer or employee to pay, lend or contribute anything
of value to a party, committee, organization, agency or person for po-
Titical purposes; or

3. Be a candidate for any national or state paid public office or court
of record; or hold any paid public office; or be a candidate or delegate
to any state or national political party convention, a member of any na-
tional, state or local committee of a peolitical party, or a financial
agent or treasurer within the meaning of the provisions of section three,
four or five-e, article eight, chapter three of the Code of West Virginia,
as amended. ther types of partisan or nonpartisan political campaigning
and management not inconsistent with the provisions of this subdivision
and with the provisions of subsection {(d) of this section, shall be
permitied. .
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Sec. 18.01

Section 18. Political Activities (Cont'd)

(e} Political participation pertaining to constitutional amendments,
referendums, approval of municipal ordinances or activities shall not be
deemed to be prohibited by the foregoing provisions of this section.

(f) Any classified employee who becomes a candidate for any paid public
office as permitted by this section shall be placed on a leave of absence
without pay for the period of such candidacy, commencing upon the filing of
the certificate of candidacy. If elected, such employee shall resign the po-
sition in the classified service to be effective no later than the date of
assuming the elective office.

18.02. Application of the Haich Act-Employees whose principal employment
involves an activity which is financed wholly or in part by loans or grants
made by the United States or a Federal agency are subject to applicable
provisions of the Federal Hatch Act. These provisions shall be made known to
classified employees by the appointing authority concerned and compiiance ad-
nered to. ) ' :

18.03. Additional Prohibition for Highways Employees-No person may be
appointed or employed in any capacitiy by the department who is a candidate or
holds any public office or is a member of any political party committee. Em-
ployees of the Department of Highways may not be a candidate for or nhold any
public office or be a member of any political party committee. An employee
of the Department of Highways who becomes a candidate for or holds any public
office or beacomes a member of any political party committee snail vacate nis
position with the department immediately on the date of the filing of candi-
dacy or the date of assuming the public office or the political party commit-
tee membership.
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Sec. 19

Section 19. QOther Employment
No employee shall hold other public office or have conflicting employ-

ment while in the classified service. Determinatiorn of such confiict shall
be made by the appointing authority and Commissien.
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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 persgnal service to any
person holding a_ position in the classified service unless the payroll
voucner or account of such pay bears the certification of the Director, or of
his authorized agent, that the persons named therein nave been appointed and
employed in accordance with the provisions of this law and the rules,
regulations and orders thereunder. The Director may for proper cause with-
nold certification from an entire payroll or from any specific item or items
thereon. The Director may, nhowever, provide that certification of payrolls
may be made once every six months, and such certification shall remain in ef-
fect except in the case of any officer or employee whose status has changed
after thne last certification of his payrcll. In the Tatter case no voucher
for payment of salary to such empleoyee shall be issued or payment of salary
made without further certification by the Director.

{b) If an appointing authority fails to comply with an order of the Com-
mission after a hearing, he shail be perscnally Tliabie to the appealing
employee for any salary dus from the time of the final order of reinstatement
by the Commission.

(c) If the Director wrongfully withholds certification of the payroll
voucher or account of any employee, such employee may maintain a proceading
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 estabiish and maintain a service record for each em-
pioyee, showing name, title, organizational unit, salary, changes in status,
service ratings, and such cther personnel information as may be considered
pertinent. All personnel records shall be open to the inspection of the Com-

mission.
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Sec. 22.01

Section 22, Duties of State O0Officers; Legal Proceedings to Secure
Compliance; Penzlties

22.0l., Buties of State Officers-Pursuant to Chapter 29, Article 6, Sec-
tion 12 of The Code, all state officers and employees shall comply with and
aid in all propér ways in carrying out the provisions of Article &, the
rules, regulations, and orders thereunder. All officers and employees shall
furnish any records or information which the Director or the Commission may
request for any purpose of Article 6.

22.02. lLegal Proceedings to Secure Compliance-~Pursuant to Chapter 29,
Article 6, Section 12 of the Code, the Director may institute and maintain
any action or proceeding at Taw or in equity with what he considers necessary
or approprials to secure compliance with Article 6, the rules and orders
thereunder,

22.03. Penalties-The Civil Service Commission adopts as its policy by
reference thereto the provisicons of Chapter 29, Articlie 6, Section 22{(b) and
will enforce the policy accordingly.
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Sec. 23.01

Section 23. Grievance Procedure-An employee may file a grievance with the
Education and State Employees Grievance Board as provided for in Chapter 29-
BA of the Code of West Virginia, as amended. {See State tEmployees Grievance
Handbook ). - o
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Sec. 24.01

Sectfon 24. Training

24.01. Training-Each agency is responsible for providing training to em-
ployees 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 shall not discriminate on the basis of race, sex,
age, religion, natjonal origin, political affiliation, handicap or any other
non-job related factors. The Director of Personnel shall make avaiiabie to
the agencies technical assistance in the areas of training needs assessment,
Tocating training materials and resources, course development, training tech-
niques, training evaluation and coordination of training between the
agencies. - )
(a) Required Courses-The Director shall provide training courses on spe-
cific aspects of personnel administration under Civil Service law and these
rules and regulations, and shall desjgnate employees by classification, or by
duties, who must attend each type of course.

(b) General Courses-The Director shall make available to the agencies
training Tn knowiedge, skills and abilities which are applicable broadly in
many classifications in all agencies. Employee selection for tne courses
shall be consistent with establishad agency and Civil Service nomination pro-
cedures. ' - : - - :

24.02. Apprenticeship Programs-The Directer of Personnel, or his desig-
nee, in cooperation with parcicipating appointing authorities within each
agency shall develop and annually revise by the thirty-first day of December
a list of employment classifications appropriate for apprenticeship training.
Fach appointing authority shall develop apprenticeship programs for approved
classes that have empioyees working in apprenticeable trades which are, or
may be recognized by, the United States Department of Labor, Bureau of
Apprenticeship and Training. The apprenticeship program shall be deveioped
and conducted in a manner that will assure meeting the national minimum re-
guirements of quality and be registered with the United States Department of
Labor, Bureau of Apprenticesnip and Training.

Subject to the approval of the Director of Personnel, each participating
agency shall determine the Tocation and positions in which apprenticeships
shall be established. The Chief Administrative Officer of edch agency shall
establish procedures for the coordination of apprenticeship programs devel-
oped 1in accordance with this section and shall provide to the Director of
Personnel, at his request, information which shall include, but not be Tim-
ited to, the number of persons who applied for apprenticeship positions, the
number of persons accepted into the 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 persons who remain employed
after successfully completing apprenticeships and a summary of characteris-
tics of applicants and participants in the program.

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

Section 25. Amendments
If and when it appears <desirable in the interests o¢f good

administration, the Civil Service Commission, after pubiic notice and public
hearing, may amend the rules as it becomes necessary.
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