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PREAMBLE

The general purpose of tﬁe Civil Service System is to attract to the service
of this Stéte_personne] of the highest ability and 1nfegrity by the estabiish-
ment of a system of personnel administration based on merit principles and
scientific methods-governing the appointmenﬁ, promotion, transfer, Tayoff,
removal, discipline, cTassificatjon, compensation, and welfare of its civii
service employees, and othér fncidénts of state employment. A1l appointments
and promotions to positions in the classified service shall be hade solely

on the basis of merit and fithess. A1l employment positions not in the
classified service, with the ekception of the Board of Regents, are included

in a classification plan known as classified-exempt service.

ARTICLE I - DEFINITIONS
Accrue: To increase or accumulate periodically or by increment.
Agency: Any administrative department of state government established by law or
executive order.
Allocation: The original assignment of a position to a class by the Director
of Personnel, |
. Appeal: The complaint to the Civil Service Commission to correct or reverse

an alleged injustice done or error committed.

Appointing Authbrity: The executive or administrative head of a department

who is authorized by statute to appoint employees’ in the classified or classi-
fied-exempt service. By written notification to the Director of Pefsonne],

the Appointing Authority may delegate speciff; powers authorized by these Rules.
Appointment: The act of hiring an_ éEQJJ_Q@?;___fp_r_. employment.

Assembled Examination: An examination which, due to the testing process used,

necessitates that applicants come to a testing Tocation.




Avai]ability' The 1nd1cation,_by an e11g:b1e,_of the eﬂployment Tocation
and conditions under which emp1oyment woqu be accepted '

Carry Forward Days: The maximum number of annua1 Eeave days wh1ch can be

years of tenure.

Certification: Thgdpffjgig]mlj§§“gf_e}igfb1e5 given tongﬂ;gpggjpgjpg authority
for £i1ling vacancies. : ' ‘ |

Civil Service System: The agency respons1b1e fcr the system of personnel

administration for the cIass1f1ed and c]asswf1ed exempt serv1ce.

Class or Class of P Postt1ons ' Dne or more pos1t1ons saff1c1eht?y_s1m11ar in

duties, tra1n1n9, and respons;b?11t1es e that the same t1t1es, the same

Coas

qualificaticns, and the same scheduie of compeﬂsat1on and benefits may be

equitably applied fo each p051t1on.

Classification Action: rThe actions of a1ldgaﬁ10n,‘realléqggiggi”;]gssifica-fii

tion, and reclassification.

Classification Plan: The official lists of classes to which positions in the

classified service and c1aSsifie&-ekémp%mééfvita:havé been a]TﬁEated by the

Director of Personnel.

Classified Employee: Anré@g}é&é@ﬁgﬁégg_jp§ T§"5?16Cé§§d;fb;§;§i§s§mjn_the

classified service.

Classified-Exempt Service: _Iﬁgsé'ﬁosiffoﬁﬁ'WE?bE'satES?} the dafinitions for

“class’ and "classify" but which are not covered Under the Civi] Service System
or by the Board of Regents. , o ,:jﬁi

Ciassified Service: Those~ p051t1ons Which satisfy the. def1n1t?ons for "class"

E-3

and “classify” and which are covered under the C1v11 Service System

Classify: To group all pesitions in cTasses and to a?]ocate evengfposit1on to

the appropriate class in the ciass1f1cat1on p?an.




Commissidn:__The_Cigj} Service Commission as provided for in Section 7,
Article VI, Chapter 29 of the Code of West Virginia whose members are appointed
by the Governor with the advice and consent of the Senate.

'Ccmpensatibn Plan: The official scheduTe of pay rates, the range assigned to

each class of positions and the salary regulations used in pay administration
by the Civil Service agencies.

Compensatory Time: Time of f from work with pay to 6ompensate for work on

holidays or for_ﬁours worked in excess of the regular work schedule when
allowed under Chapteﬁ 21, Article 5C of the Code of West Virginia, as amended.
Continuance: To postpone an appeal hearing to a future date.

Covered Agency: 7An,aggggyﬁgfwsggtgwggygfpmentfof,gertaiqﬁspegificypositions

to be a part of the classified service.

Coveréd Employee: ~ A permanent employee of an agency affiliated with the Civil
Servi;e System, | B

Day: Unless otherwise specif{ed, the use of 'day" means a calendar day.
Decorun: Use of polite behavior when appearing before the Civil Service
Commissioﬁ; ) o

: Demotion? A cﬁéqgerfor_;guééﬁiqrthgrstg;ggqpfign employee from a position in
one class to a‘position {n”énother class of Tower rank as measured by salary
range, minimum dua]ifidatfoﬁé, or duties, or a reductiﬁn in an employee's pay
to a 1owerrstep in the pay rénge assigned to the tlassification. The two iypes
of demotions are: a) Discip}inany Demotion‘- A reduction in pay or a change in
ciassiffcation fo a‘1owéF’cIéssification due to the inability of an emp]oyée to
perform the dutiés of alc1éssification or for improper conduct. b} Demoiion

Without Prejudice - A change in classification of an employee to a Tower

classification or a reduction of pay due to work necessity.

k)




Director: The Director of Personne?, as pPGV1ded_1n Sectipn 6 and 9, Articie VI,

Chapter 29, of the Code Df West U1rgznia, who serves as the exezut1ve head of the

Civil Service System.

Discovery: The initial revealing of 1nformat1on

Discretionary: Open to 1ndwv1dua: chowce or JUdQENEHL

Dismissal: The Sepafa??oﬁ_fFQWm?T919¥m20§“QﬁHEB“EﬂP191§E_§iN§E,ﬁPEpj”ting

authority.

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

Civil Service Commi "i'n'ahd"who'are'effher awaiting review of eligibility
for a hearing or awaiting a scheduled héarfﬁg.

Effective Date: The es*abllshed data,the act1o _takes place.

Eligible: An applicant acceptes for a Civil Service System examination who

receives a final passing rating and whdﬁe rame is'§§§tedron the register
established for the ciass of oosﬁtionL':

Emergency "Appointment: An agpo1ntment for not more than th1rty (30 calendar

days in any twelva {12} month’ Der1od necess:tated by a state of emergency

Employes: Any person wﬁo 1awfu11y occup1es K. p051 ion 1n an agenqy and who is,,,

paid a wage or sa]ary

tmpioyee-Appellant: Ind1v1dua1 who has filed an appea? with the Civil Service
Commission and has been granted a hear1ng. -

Exempt Service: All pos1*1ons not 1nc?uded in the class1f1ed serv1ce and

those positions specifically excepted from the cTass1f1ed servfce {see
Appendix H). The positions spec1f7ca11y exempted “from the c%ass1f1ed service
as notad in Saction 4, Article VI, Chapter 29 of the Coue of Nest Virginia.

Full-time Employeg:r One who works the fu11 work schedu]e estab11shed for the

agency.

Grievance: Any matter of concern or dissat1sfact10n to _an emp?oyee which is

subject to the control of tne agency managemenL except thcse ﬂatterﬁ exempted

under Artic]e XKLIL, Sect1on l.2r(see 1.2 Gr1evance).




Handicapped: A person who_has a physical or mental. impairment which substantially

Timits one or more of such person's major 1ife activities, has had a record of
such impairment or is regarded as having such an impairment.

Hearing Board: The body which hears grievances,

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, stepmother,
stepfather, and Stepchi1dren. .

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.,

Irregular Employment: Work hours which are_not symmetrical from week to week.

Lateral Class Change: The movement of an employee from one class to another

class in the same pay grade.
Layoff: A reduction in the number of employees caused by a reduced work load
or curtailment of funds.

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

Length of Service Category: The grouping of the number of years, months, and

days of emp?oyméﬁt‘Eﬁéht in a position covered by Civil Service 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 %o locations other than the

state office headquarters.,

Merit Increase: An advancement in salary granted as a reward for the gquality

of work performance.

or honor.
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Minimum Qua11ficat10n5' The 1east experience and/or tra1n1ng requ1red Dby the

”

Civil Service Commissidgn Tor emp1oyment 1n a class'éf po‘itfon and admission

to an examinaticn.

Menth: Any of the tweive parts Ento wh1ch the ca1endar year is d1v1ded.rﬁﬁi

Ninety-Day Exempt Appo1ntment Personne1 emp1oyed for Jess than n1nety (90}

working days in a year.

Original Appcintment: Inmitial ehp?o&hent ofrén 1ndividda1rihto:the classified

service as a result of selection from a cert1f1cat1on of names from & register,

3

Part-time Employee: One who works_%ess than the ful] t1me work 5chedu19

established for an agency.

Part-time Professional: An employee engaéee;fhlEﬁ@fe§§§5331;see¥jces without
administrative duties and who works no me}e_ihan h%]f;tﬁe agency'e-full-time
work scheduie. 7 | ] nri 7 7

Pass Over: Not to certify the name of an ei1g1b1e to‘an ageney qpon the request

of its appo1nt1ng authority after the e11g1b1e has been ccnsidered but not

hired in connection w1th three separate ap901ntments by the same appo1nting

authority from the regzster.

Pay Plan: The offic1a1 schedu]e of saiar1es approved by the Goverﬁor conSTSting

of multiple pay grades with m1n1mum maxzmum, ‘and 1nterven1ng rates of pay for

e o Sy
£ - -

each grade. | I ,eee,”T,ee,Wﬁ;el;eﬁ:,,ﬂ,” L

Pay Rate: One of the fixed steps or Tncrenents Iasted in a pay p1an.
S 7
Per Diem: A daily allowance. o

Permanent_Employee: An employee who was hired from a register and who has

completed the probationary period prescrfﬁediby'tﬁe-ciyiT Service Commission

for the job class.

Personnel Officer: That employee of each agency wﬁo 13 1mmed?ateiy responsib?e

1—‘

for the personnel adminisiratien of the agency.




Physician: A person licensed 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

administrative component of the agency; and c) reports directly and is directly
accountable to the administrative or executive head of the agency.

Position: An authorized and identified group of duties and responsibilities
assigned by the proper authority requiring the full-time or part-time employment

of at ledst oné person.

Postmarked: An official United States postal marking showing the mailing date.

Probationary Period: A specified trial work period prescribed 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 legal proceedings carried out reguiariy and

in accordance with established rules and principles for the protection of
employees' rights.

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

to a 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 administration of competitive examination and the establishment of a register.

Reallocation: Reassignment of a position to a different class by the Director of

Personnel.

Reclassification: “The reassjgnment of a class of positions by the Civil Service

Commission to a different pay grade.

Reduction-in-Force: A layoff of employees occasioned by curtailment of funds or

reduced work Toad.




—— L e

Register: An off1c1a1 11st of currentiy ava1?abie e]%g1b1e5 for a job c1ass

ranked in the order of the final scpre:es e resu]t of the Civil Service examina-

tion for the class of position.

Regular Emp]oyment _ Work hours wh1ch are symmetr1caT from week te week.

e — e

Regular Part-time Emp1oyment Hcrk hours wh1ch are symmetr1ca1 from waek to

week, but are less than the full t1me work schedule estab?ished far the

agency.

Reinstatement: A type of re-employment e%%a fohher germanent eevebed employee.

Resident: Any person e1191b1e to reg1ster fer vot1ng 1n West V1r91n1a.

Resignatien. Vo?untary separat10n from e@gioyment made at the request of the

employee.

Salary Adjustment' A sa]any change resu1t1ng frcm a rev151on to the pay plan

or the reclassification of a c¢lass to a dszerent pay grade.

Salary Advancement: A salary 1ncrease w1th1n the fange prescr1bed for the class

by the classification plan.

Salary Range? The approved month?y and annua1 sa]ary for a c]ass wh1ch tncludes
the initial, maximum, and 1nterven1ng steps.

Seniority Rights: The right to cont1nue to ho]d a certa1n JOb based on length

of service. T T N S ” T o

Served, Sefving or Service_ dF_Process. Presentat1on of dccuments to a person

gitner in person or by the United States mat] Service by na11 is complete

at the time and date of maf!iﬁg ;_in b ":j

Service: Emﬁ?oymenfffime whfch may be used for determinwng annua] leaye accrual

and order of separation in a reduct1on 1n force.,

Shift Differential:” The payment of a d1fferent rate of pay for hours worked in

an approved class dur?ng prescribed evening and nTght sh!fts.‘ﬂ

Specification: The off1c1a1 descr1pt1en o. a c?ass of pos1t10n wh1ch defines

the class, provides examples of wcrk performed know1edges 551115, and abilities,

and the minimum qua11f1catfons requ1red,fqr emp?eyment.

|
i,




step or pay rate in & higher or Tower pay grade.

Stiputation: Formal written agreement befween parties.

Student Employee: An employeé working for a limited period of time as

qualifying under the current Student Policy approved by the Commission.
Suspension: Disciplinary action taken by an_agency temporarily to relieve
an employee of duties and place the employee on leave without pay.

Technical Rules of Evidence: Rules applied to civil and criminal court cases

but not to administrative hearings.

Temporary Appointment: The hiring of an employee from a register for a period

not to exceed 6 months.
Termination: Separation from employment by the appointing authority as a
result of limited term employment.

Iransfer: "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 geographic
Tocation of the same or a different agency.

Unassembled Examination: An_examination_procedure which does not require

persons being examined to gather at a test sita.

Veterans' Preference Points: An additional 5 points added to the final

passing score ‘of ‘any véteran who has served in the armed forces of the United
States of Ameriba during World War I (April 6, 1917, to November 11, 1918),
World War Il (December 7, 1941, to December 31, I946), the Korean Conflict
(June 27, 1950, to January 31, 1955), or the Vietnam Conflict (August 5, 1964,
to March 28, 1973) and who has received a discharge under honorable conditions
from such service. An additional 5 points are available to such veterans who
also have a Curbent'ahd'cﬁmpéHEEB1e”§eEVTcercbﬁnécied disability or who have

received a purple heart award.




o

Work Schedule: Designation of fhe,9§£l2§§;Efiﬁjﬁ§”425jﬂgmﬁh?¢h.ﬁork is performed.

Year: Twelve (lZ)rr'nornch_pg_r_‘j'ggi_,itg_njjs;s “otherwise specified.
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CURRENT RULES
ARTICLE IV - COMPENSATION PLANS
Sec. 1, _uqmuw_.on__o.._ of Plans
The director and ecimbers of the commission, after consulta-
tion with appainting authorities and state fiscal officers
and aftar a public hearing, shall prepare and submit to the
tovernhor for his appraval a comprehensive compensation plan
for all classes of positions. The plan shall include salary
schedules for the various classes with the salary of each
m?mm consistant with the functions outlined in the job
gpacifications. Initial, intervening, and maximum rates of
flay For each class shall bs established to provide for ateps
in salary sdvancements without change of duty In recagnitien
of meritorious service. In arriying at such schedules,
consideration will be glven to ¢lassifications and saiary
sthodules alrgady establisbed by the Board of Public Werks of
Wast Yirginia ..5,_.,8.&52_“; positions in other State

Departments.

PROPOSED RULES

ARTICLE IV - noz_umzw»:oz”__#?._ AND SALARY REGULATIONS

Pursuant to the provisions of Chapter 29, Article 5.
Section 10 (2) of the Cude of West Virginia, the following
salary regulations shall apply to employess covered ‘a.._,
the Givil Service System.
Sec, 1. Purpose and Intent

To attract qualified employees and retain them in
the classified service, the Commission shall endoaver to
provide through the pay plan adequate compansation based
on the principles of equal pay for equal work among the
various state agencles and on comparability to pay rates
established in other public and private agencies and
businesses. The intent of the Coomission is to retoswend
to the Governor a'pay plan with annual adjustments for
cost-of-11ying increases and additional funds for werit

incraases,

Sec. 2. Preparation of Plan .
After consultation with the appointing authorities

and State fiscal ufficers and after a public hearing, the
Director and the Commission shall _“__,m_uaz_w and submit to
tho Gevernor for his approval an annual mmim_o_._ of tha
pay plan, The pay plan .a._s: incluwde .&?Q schadul es
containing multiple pay grades with initial, intervening,
and maximun rates of pay for each grade. Periedic mmend-

mants to the pay plan may be made in the same manner. .

10
1
12
13
14
16
16
17
18
19
20
21
22
28
24
25
26
27
28
29

CHANGES

Places the salary regulations
into the bady of the Rules. Revises
the current Article IV, replaces Article
X111 and Appendix B.

Places more paphasis on merit
increases 1n addition to a cost-of-
living incraase, .

Clarifies tha diffarence batween
the Pay Plan and the allocation of
classas to pay gradas in the Pay

Plan.



SMARY REGULATIDnS

CURRENT RULES
1 ARTICLE [V - COMPEMSATION FLANS

Z Sac. 2. Adoption of Plans
J Tha plan shall become effeciive only after it has been
4 approved by the Gowernor after submission to him by the
B Commission, Salary ranges for classes or positions sbedl
6 ba amancd th the same matner 43 ceiginally adopted,
T
8
¥ s B
10 S
11
12
13
'14
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18 , T

20 R
7
22
23
FT]
25
26
27

-
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13
14

15
16

i7
18

19

PROPOSED RULES

Sec. 3. E.:un.*a,: of Plan

The plan shall becoma effactive only after it
has been approved by the Governor. The approved pay
plan shall constitute the official schedule of salarias
for the cTasyifisd sarvice.
Sec. 4. Implewantstion of Plan
“4.1 Assignment of Classes

The Commission shall asafgn each claps of positians
ta an appropriate pay grade consistent with the duties
‘putlined in the class specification. He .S:Q shall te ‘
,,,gnﬁsg by the Brector of Persoansl wnless Jk conforms ,
Lo ona af __p_wa phy ratas 1o Lhe pay u_?.ﬁan %i@aﬁ.pn
S__ .__._&o,a‘_aw s m_.awmu af __aﬂﬁé__. o )

0

2L

22
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24
25
26
27
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s
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13
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20
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2
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25
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CHANGE S

Mew wording assists clarification
that it is the tovernor who wproves the
Pay Plan amd the Comeigsion assigng
clagses to pey grides sed forgh To the
fay Plan, . -




SAMLARY REGULATIONS

10
1
12
13
14
15
16
17
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28
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CURRENT RULES

ARTICLE IV - COMPENSATIOR PLANS

Sec. 3. Administration of Plans

The approvid compensation pTan shall constitute the

official scheduTes of salarfes for all classes of positions
in the classified service. Np salary shall be %_H._,e.mm_ by
the Director of Personnel unless they conform to the
approved compensatfon plan. The entrance salary for any
employee shall be at the minlmum salary for the class to
which he is appointed, except certaln classes of profession-
al employees may be initially employed at a salary abova tha
winimum For »zl_. respact Tve classes in cases where it 13
shown that individuat possekses qualiftcations, training,
and expertence aboave the minfmum required for the class,

For each step above the minimum, the individual myst have at
least zix sonths of _..62_52.; experience or 16 semester hours

of pertinent training in excess of the _L:.::E__ requi rement s,

mu;Q advancements shall not be automatic but shall ve
based upon quality and _m_.__a_:_ of service, and the Commission
shall naau» mm,_n_.u. _.ma_.:gio:m which shall ?n_:nm

,E.a&ﬂo:m for the ?:ci_:e ; ;

a, d_m necessary adjustment of mg_glmw of emplpyees at the
Za.m of adeption or ﬁaman_sm:n e_“ n:m ngﬁm:mw_ﬁﬂ. plan;

b, The procedure to be ,?:53 in adjusting ms_:o.._amm_
salaries at the time of n_.aaofo:. demot fon, or transfer;

o ATl salary a.n:sﬁane_s:sm to be based upen quality and
length of service; |

d. Granting salary advancements to employaes only upon

campletion of a sufficient period of time tp evaluate
performance;

10
11
12

v
15
16
17
18
19
20
21

23
24
25
26
21
28
29
30

PROPOSED RULES

4.2 Entry Salary

The entry salary for any emplayae shall be at the
ninfmum mn_m_d.,woﬂ. the class. Hpwever, an individual
possasstng qualifications, pertinant training, or expar-
Tence abeve the mintmum required for the class, as
determined by the Director, may be appointed at any pay
rate above the minimum, unless atherwise limited by
the Commission. For mach step abave the minimunm, the
;E..E:: must have 1n excass of the mintmum reqit re-
ments at least six months of ?_.E;a.:« experience or -

aquivalent pertinent training.

(2o

-

CHANGES

* Allows appointment above mf nimum
for any class when certain requl remants

are met,
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i

1z a.
13 i
14

16
17.
1%
20 ..n_.
21
22
231 e,
24
26 f.
26
27 g

29

& Such regulations shall be wiformly eppliceble :..wo?.. as _

7 ipossiblel, to 11 employees of the classified service.

10 The Comsission shall adopt selary regulations 1:_.2._ shall

711 include provisions for the qu:ct._a_u"” ;

wnu,. b.

18 c.

SALARY REGULATIONS

CURREMT RULES

LisIting the numbar of advancewents that &n individual
may recelve during any ane year;

Establishing fixed intervals for consideration of
granting edvancements and fixed dates on which advance-

sents will be made effoctive.

"9 ARTICLE XTI - SALARY REGULATIONS | : i

The necessary sdjustment of salarles of emplgyees at

TE Za.m of adoption ar EE.,_E_.:H of the nﬁs#w:mnio:

Ea;. _ !
The E.anis.m to be followed in e&:mn:a a.__:&.@mu I
saldries at the time 2. uqe.a:o: n_m_ESc:,_a_,
E.Eﬁ:::

AIT salary advancements to be gomﬁ upon qua :-& a

length of service; W )

,mZ::__.a mm_mQ advancements to employees oi« .E.E_

completion of & m_._a:nﬁei. period of time to 2.153

performance ;

The equitable distributfon among all aligible,

employees of funds available for salary advancements;

Likiting the nueber pf advencements thai an individual
may receive during any one year; .

Establishing fixed intervals for considaration of
granting advancements and’ Mixed dates an which advance-

ments will he made effective.

22

PROPOSED RINES

BT R o

15

13

e
i _
12 This Articla is replaced,
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SALARY REGULATIONS

CURRENT RULES _ PROPOSED RULES CHANGE S
1 such regulatiaons shall be uniformly applicable, insofar as m ’ 1 T
2 possible, to all employees of the classified servige. 2 , 2
3 3 3
4 APPERDIX B - SALARY REGULATIONS : 4 ’ 4
5  Pursuant to the provisions of Chapter 29, Article Vi, 5 , . 5
6  Section 8 (2) of the Code of West ¥irgipia, the follosing 6 _ P
7 salary regulations shall apply to employees covered by the 7 _ ' 7
8 Civil Service Systes. , 8 _, 8
9 Section 1. Definition of Terns g : 5
10 "Range” means the salaries betwzen the minimun and . 10 . H_o
11 waximum rates for a given class of posttions. S , _ 1
1z “Advancements® maans a salary L,__.:u_.m;mm within the - ¥4 | . 12
13 range prescribed for the class by the agencies' compeasation 13 13
14 plan. , 14 | 14
15 “Promotion" means a change in the status of an employee 15 , 15 ,
16 from a poaTtion in one class ta 2 position in another class, 16 W_ 16
17 of higher rank as measured by salary range, miqimun 17 , ” RV
18 qualificatians, and duties, In the same agency. 18 W 18
_ iy “Demotion® weans a change in the status of an employue 19 ' i 19
20 froma _ufﬂz_a;. in ane class to a powition in another class, 20 ) ) 20
21 of E@a rank a5 meagured by salary range, minimum qualifi- 1 . T . 21
22 Q_:oﬁvwm& dutieg, in the same agency. 22 i 22
23 __,.:‘g,,_:m?a.. means a changa 1n the status of an employes 23 . | 23
24 from pre'position to another positlon in the same class, or 24 2
.25 to aposition in ancther class having comparsble minimum 25 W 25

26 gualifications, satary range, and dutf{es. 26 i 26
27 : 27 27
28 7B 28
29 29 29
o
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SALARY REGUUAT IEMS
CURRENT RIALTS PROPOSED RULES CHANGES
1 Sactiom 2. Standard Rates 1 4.3 Standerd Rates of Pay 1
2 The compensation plan agplies to all classes of 2 The compensation plan applies to all classes of 2
3 positions in the classified service, It provides standard 3 positions In the classified service, 1t provides standard 3
4 rates of pry for fult-time smployees for the regularly & pay rates for full-time swpioyees for ragularly established [
& astablishad working bours fn all afffces of the department. 5 working hours in all of fices and S_“..:éln:n*. The salary 5 o
6 Any person serving in a position on a part-time basis, that 6 or wage pald shall be determinad by the E“m._.&.u to which &
o u.‘,._:. for less than tha regular full-tise hours per day, days " 7 the classilication of the poyition has bewn allocatsd.! A} 7 © 0 0w tg0 LY . :
8 per weak, or days per menth, shall ba paid in proportion o 8 ,ﬂﬁdoum_o.u._ including those sarving in _Si,&n.qm_e.: & part- . ‘ & ‘ _ ‘,
) % the time actually smployed.. The salary or wage paid shall 9 time basis, shall be paid in proportion to 25 actual time ‘ 9
mE .be determined by the class of position and the ratie which .‘ __,S worked. , _ W _ . _ o . 3 a . _LE‘A, . L vt
11 tha proportion of Lime 2.33.% baars to the fuil-tiss . ..4:: : . ! _ _ . T o V
_ 12 _salary or wage. o ‘ R _ | “ - R Bt N . N
13 | : ’ _ 13 _ . oo “ L Co 13 , , W “ S '
15 | @ o I : B S T A SRR B L
18 : Co Lo 16 o m S L _ _ 4B , : ,
7 _ - oo o o o L _,
18 _ 18 : o _ 5 _ " .,
1 _ 19 _ o : T ,
20 Sec, 3, Additional Pay . .. 20 ‘8,4 Additional Pay : , i , SR . K , L , o ” o _g
21 The rates as provided refresent the total remuneration a1 Except for authorfzed overt ime- or shift ﬂ___ﬂ:_mu;;ﬂm_. , Ca n;”__a_l ries tha Antent of this secto m :
27 for full-time paploymant, but do not includa reimbursements 22 no pay additional to the reoular salary shall be made to any 22 which 1510 allow payment for overtioe
23 for actual and necessary expeases Incurred incidemt to 73 employee. The rates as provided do not inklude relmburse- 23 and shift differential. ” |
24 employment, as travel expense, Ho pay sdditional to the o4 ments for actual and necessary expanses :.__nE._pﬁ Sncident 2 , : g
25 regular salary shall be made te any employee excepl as 25 to eployment such as travel expanse, Additional duties 25
26 preyiously authorized by administrative or delegated 26 imposed or voluntearsd shall not constitute an exception to . . u
_ 27 adwinistrative authority, Additional daties fmposed or 27 this rule. 27 ) _
28 voluptewesd thall aot constitute an exception, : 78 28 . ) _
29 29 29
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CURRENT RULES

Sec. 4. Avatflability of Funds

)

Before mm_r._q adjustments and advancements are made in
accordance with Section & and 6 of these regulations, the
Fiscal officer of the department shall certify that funds

for this purpose are available.

PROPOSED RULES
1 4.5 Avatlability of Funds
2 Bafore a department makes salary adjustments and
3 advancements in accordance with these regulations, fts
4 fiscal officer shall certify that funds for this purpose

5 ara available.

10

11 4.6 Salary Adjustments

12 1. Hew Planm

13 (a) Upan adoption of a new pay a::_. each Snﬁ.oa:ﬂ 5

14 salary shall be adjusted to the step ; the new plan corre-

15 sponding to his step fn the old plan. :n it iy Eu_cmm_im duw
16 to hudgetary restrigtions to ajust an. gn:.____gwsn 5 pay on a

17 step-for-step basis, each incumbent's salary shall be adjjusted
15 _a d mannar which u_.oinmm for sm ;mE.:. aqual n_.mgrsszw of ﬂzm
19 incumbent's pay as Emm::m. {i.e. ona .&%. two steps, ate,),
20 {B) When the salary ranges 2, 4 new E‘( plan do not have

21 the _:EEE, of steps nawsmmuozﬂ::u to the oE plan, each ingwnbent's
2r m.:g__...: m:n: be adfusted to tha next Zs_._m_., rate in the apropiriate
28 mm;n_.. _.m_._um.

24 _?V An {ncunbent whose salary falls above the maximum rate
25 of the new range shall maintafn his current salary and shall be
26 ineligihle for salary advancements.

27

28

29
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SALARY REGULAT[OMS

CURRENT RULES

1 Sec, 5. Salary Agjustwents

Z 1. In fixing the rates of pay af incusbents of

3 positions upen upward revision of the salary range for the
4 ciass, each incumbent's salary shall be sdjusted Lo the step
§ in the rew range corresponding ts his step in t fermar

& raoge, wninss 33%% provided in ﬂ_s ,5%32 of 4

7 .é__:?s . i ﬂgﬁpﬂ_g plan, ,
8

@.
10 _ : _ C
1 . ‘
2o
ERE

29
30

PROPOSED RILES

1 2, Fay on Reclassification

z {2} Higher mioisum

3 (1} when a class is assigned to 2 salary range having

a_ a higher minimm, the salaries of those incumivents

m_ balow the new minimm shall be adjusted to tha mew

m winimom.

w {2) Whera the salary of the incombent 8..%:_: With a step

m: in tha new range, the salary shal] resain unchanged.

|
J {3) Where tha salary of the incumbent falls within the e
na TR

10! range and does wok correspond with a siep in the rangs,

the salary shall be adjusted to the next higher rate in

HN_ .uthe new range.

o g

E. _Iu Where the salary of tie ingumbent is above the maxiwwme
,

.:ﬁ _rata of, te naw 3_..,%. the 3:% 5.5_ ) _,9.5... ;aa:-,ég
18 man__ the :.ns_gzh ghal 1 be Sm:a:u? for aza_é ncreagos,

17

18

PO -

10
11

12

14

- 18
pL

19

20

21

a2
23
24
25
26
27
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SALARY REGULATIODNS

CURRENT RULES
2. In fixing the rates of pay of incumbents of posi-

Lions upon downward revision of the salacy range for the
class, nless otherwise provided 1n the adoption of a
revision in the compensation plan,

{a) Where the rate of pay of the employee cofncides with a
rate {n the new range, _.;.4.. rate nf pay shall remain
unchanged.

{(b) Where the rate of pay of the omployee 13 above the

minfmur and below the maximum of the new rangg and doos

not cotncide with a rate in the new range, his rate
of pay shall be adjusted to the next higher rate in
the new range,

(c) Where tha rate of pay of an 3____.._&3,; above the

—

maximun of the new range, his rate of pay shall resain
unchanged and the employee shall not be entitled tb
salary sdvancements,

3. In fixing the rate of pay of the {ncumbent of a
pasition upon allocation.of the position to a different
class, the salary range for which Has a .._S:mq, winimum;
T& Where the range of pay of an employee is below the

minimum of &...m range for the new Class, his rate of
pay shall be adjusted to that minimum u_.oim_ma that,

If the raallocation of the position accurs sloultane-

ously with an upward revision of the m..:nJ,. range for
his former class, the E,_.___mgm;,n shall be to the rate

in the range for tha new class which will e_:a him a

salary increase as nearly as possibla equal to the

increase he would have recaived if he _:i remained

in his _no_:..n__. class.

-

woom o~

—

1
12

PROPOSED RULES

{b) Lower winimum

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

(2) where the salary of the {ncumbent falls within the
rarge and does not coincide with a step in the range, the
salary shall be adjusted to the sext higher rate in the new
range,

(3) Where the salary of the focumbent is above the
maximum rate of thg new range, the salary ghall remain
unchanged and the Tncumbent shall be fneligible for salary

advancements, ,

3. Pay on Position Reallocation
Whan a positien fs reallncated to a diffarent tlags,

the salary of the fncumbent shall be adjusted tn accordamce

- with Eu.&.& regulations for prowetion, demotion and Tateral

class changse.

29
30

CHANGES



SALANY REGULAT[OHS

CURRENMT RULES

1 (b} Whera the rate of pay of an employee is a rate abave
the minfmm and below the maximom for che new class,

his rate of pay shall be adjusted to tha next higher

-

rate in the range for the new class provided that, if

o

the reallocation of the position pccurs simultaneousiy

on

with an upward revision of the salary range for his

I'" ' former class, the adjusiment shal) be o the rate
i

o

in the range for the new class which will give him a

b =3

salary increase as noarly as possible equal to the
10 increase he would have recelved IF he had remsined
11 1in his fopeer class. ,
12 4. In fixing the rate of pay of n;n __._nE&m:n of a
13 gam:_c: upar allocation of the position to s &_:_m_.a:ﬁ o

14 ,_n_m_ma. the salary range fgr which has a lower minimum:
il

15 ?w Wherw Bhe rate of pay of an eaployee caincides with'a
16 , .- rate i the range for ha :mt_n:.mm. his rate of pay
17 snall remain 5532_. _ ;

v

ig ‘S r_sm_.m nwm rate of pay cw an ewployge 15 below :S. !

14 maxinum of the rangs for :_m :mx class and %3 ;3
20 coincide with A rata “s n_;n 25% his ratp a_q pay -
21 shall ba adjusked to n_; ;uun higher Zg im. s.___m

22 range for :5 1 a;m,m.

23 (c) Where the rate of pay of an employee i5 above the

24 maximun of the _.3% for the new class, his rate of
25 pay shall remaln unchanged and the empluyme shall not
6 b entitled Lo salary advancements.

27

28

2%
30

PROPOSED RISLES
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SALARY REGULATIONS

CURRENT RULES

5. An employee who is promoted shall have his salary

._imﬁ_ to the minimum rate of pay for v_;m new class if

his galary bafare promotion fell below such minimum rate.
If, However, his salary before promotion falls within the
rangg of the new class, he shall receive a full step _,
ddjustment at the time of promotion, :._.._.me his salary
before prowotion does not coincide with ane of the steps

in the new range, in which tase he shall be paid at thy -
zexn.:mmzmjmﬁma in .,.snu,;:e? v ,
6. When a _,u__.c?mi_q:m_ employee f._.io_a 4, Section 3)

, I
has qualifications in exgess of the minimum required fat

the position clags o which he is E:.uh_u_,ﬂzgn. _im,
salary may be adjusted to a highar u_nm_“". in the range

provided that ho has at least six months of 3_;_“..52;
exparience or 15 senester hours of El;m;n training for

each step above the minimun.

—
w

i}

fa]

21

23
24
25
26
21
28
29
30

PROPOSED RULES

4.  Separatien Froa Zmployment

An employce who separates from state employment by
{dismissal, resignation, layoff, .ﬂm:i:ng. retirement,
death} prior to the date a new pay plan becomes effective
and who 15 continued on the payroll bayond that date
for annual leave payment {5 not entitled to salary

adjustments,

Sec. 5. Pay on Promotion
5.1 Minfmw Increase

The salary of an EE&.QM:—S is promoted shall be
adjusted to the minimum rate o._,m w._em new ctass. [f the
incumbant’s current pay rate s at or above the sinimum
rata for the new class, but naw:n:_mm, with a step in
tha'tew range, the salary m:a__d be p&_._mmmﬁ_ one step in
the range. Where the pay rate doss not coincide with a
step 1in the new range, the salary shall be adjustedt to
the nedt Higher rate. _ﬂ

CHANGES




SALARY REGRILAY fuks
CURRERT RULES PROPOSED RWLES CHANGES
i _ , 1 3.2 sdaitions] Incraase 1
2 2 The appointing authority way grani additionsl steps 2
3 3 1o at employea being promoted 17 the ssployee has 3
4 4 sufficient quatitications in excess of the winimum 1
5 5 required far thm nex class. The employee shail possess at 5
& , ¢ Teast six months of parfinent experisnce or an 355“:;._” s 6 ’ A
i ? ] P _ﬁ . _‘ ? ‘!_?5" of partinent training for each additional step” T Uy ’
8 _, 8 granted. 8
2 ' g
10 | __ o 10 _ o
no . | KRt _ _ S R
12 - 7. An Eu_,_&_mm who 1% a.,ianmn,mi: have i,a salary BT " sac. 6. Pay an Demotign . y o ,
: ...._5. reduced to the maxfmum lg of the new clags, If his h ’ 13 An ewployee who is demoted Sﬁ_ whose nE._.%.w _u:,_ rata o _,.H 13 | n?%ﬁ& ni« 'y 5:. _Bq g_.a%gq
14 satary before desotfon falls within the range for the 1w s mwn.se the maximm pay rate _.on tha new ¢lassification u_._s; BRREY _Eﬂg_._aa 2 gngs, . o
ﬂ 15 dhass, but dots not coincidelwith one of the steps in thatt .15 __z.;: pay smduct fon to ab least the 5;5_ rate of tha ;:_‘.z B Y S
.y 161 ranpe, his "mm,_;___.,,_u..w?: ba _.i_,awﬁ_ ot least to the pext . 0 16 mew Ymmm_:nm:e? dx. anployee's mu;Q . rema i z._s e T ,
A7 Tower step 0 the naw raoge. = B samal 1f his pay 15 within the pay range of the mw - ‘
18 _ | , 18 23&22&%. or his pay may ba roduted to a Ztm_. ﬁa__.,_ 18
19 , 1 in nru rew range. _ , , 19
0. - o , , | I m
21 8. ‘An EEo«mm Mo s e_..gzmam,_!_.ma my,_:_ be paid | & m_gn.“ﬂ. may on Lateral Class n_.;_.én | | . N
22 the hame 2.2,._‘ that he received prior to tramsfer if 22 : Any ,SES.Q who racaives a .::s:: 25; change b 77
e such mzs coincides with a stap within the range of , 23 shall be patd the saee salary received priar to the n_;n_n.? ,mmu "
" 24 the glass to which ne is tramsferyed, If such salary 24 7 , ‘ ’ 24 g
2% does not coincide with a m...m_“.,x._ni_._, the range of the ‘ 25 . Wmm _
26 class to which he is transferred, his salary shall not % W _ ) 26 u R
27 ba lowered and he shall be paid at the mext higher step, 27 . . : | 27
28 if any, in the rangs for the class to which he is 28 _ 28
2% trangferred, , 79 : 29 i
0 | 30 12 30 |
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PROPOSED RULES

Sec. 8. Pay for Shift Differential
8.1 Eligibility ,
Any employee who is in a class %,39.2_ by the
Oirector of Personnel for shift differential and who is
required to work, and does work, an assigned shift starting
between the :cE.m of 2:00 pum, and 2:00 a.m. Inclusive shall
be patd at a rate one full step above his regular pay rate.
Shife differential payments shall apply only if at least
one-half the scheduled hours fall between the hours o
6:00 p.m. and 6:00 a.m.
8.2 Above the Maximum
?m mi.m_..... of the employee assigned to an eligible
shift shall be increased, even if guch approved ampunt
increases the employee's um_E.,,__. above the maximum of the
8.3 Reassigoment

When an employee 15 reassigned to n shift or class
|

.3_, which shift di fferantial ?.m not baen spproved, the
, res

ewployoe's salary shall be zu?_sni by the amount of the

shift differential,

13

10
11
12
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SALARY REGULATIUMS
CURREKT RILES PROPOSED RULES CHANGE S
1 Sec, 6. Salary Advanceeents , , 1 Sec. B Salary Advancements 1
2 1. A1l salary advancesents shall be based upon 2 9.1 Ypon Herit ‘ )
3 quality and quantity of work as reflected by service 3 A1l salary advancements shall be based on werit , 3
4 ratings and upon other recorded measures of pecformance, 4" as reflected by service ratings and other recorded 4 )
5 giving due consideration to length of service. 5 wensures of performance. g A
[ 2, Salary sdvancements shall be limited to permanent 6 9.2 Limited to permanent empioyses - ¢
,‘_ ] ,Iﬁ‘_qae.nmm. | C .. gy Salaty advancesants shall be limited to permanent _ _ q._ T i * ,
B 3, Salary sdvancements shall be equitably distribyted . g esployees., -
19 were possivle among the empioyees 1n al) classer of " i g 9,3 Wnan made _. | T - . |
Bl ﬁvam::_:m who are u:a::a for W...?J.. advancemants. , 10 . The fnitial salary advancemert may be effective o . 10 e . - ,
11 4, Ho employse shall receive a salary advancement ¢f ‘ ) 11 whan #n ecplayes completss tha wﬂavin__ﬁ,:._sﬂq period. A 1 ’ N
. 12 more than one step in the salary ringe for Z,m position at N oz Salary advancemedts for other vm_‘.ﬁu:e:# i_ewamw nay _“ ' ‘ - | . HN: k ) o N )
| 13- ane tine, except 3,22?3 in Paragraph & below. . . 13 Zwa:mnﬂ?a on or after the date om ._..Tn: they becoms, Co 13,7 :
"14 B, Mo employee ,,m_;: be eligible for aum_:.:u. _ 14 eljgible. , _ : _ T | B ,.
.A 15 ‘sdvancemant who has recelved an increasa {n salary S ~m._._m.ﬁ Ome-step sdvancement ; _ _ AT Hm.‘ o m: PR
SEPEST-S {25 & result of la regular salary advancement) at laast .‘., © 16 Ko muployes shall recetve a E?Qf&:ngﬁ of LT e e o
_, 17 . equivalent to pne siep of the new salary range during the 17 .more than one step in the salary mengei for the class, T o - |
; 18 .?,ﬁo:ﬁ. meriod Aim.mns:,___.snm&:u ns,m date on which the K ' 18 extapt as provided in paragraph m.m., , “_ " .
19 pow salary advancement would bacome effactive, except as . 19 h , 7 . . ‘ |
20 provided.in Paragraph 6 below. : . w0 : : & f . o _ w0 DT E
21 ' m. ,_z n__mmm, of mxﬁ__@a;;!_; lm_.._n,alnem service, , ) ‘ma 9.5 Salary sdvancement interval a0 o ‘ ! a . | ) _
22 salary ma___._m_..nm-_m:g of more :.::.; ona step in the range or 22 Except as provided in paragraph 9.6, the intarval - :
23 at intervals luss than the raguiarly E..,mmnla,m.,n_ pericd may 23 betwean salary advancements shall be ﬁ,w teast $ix mornths. | 2
24 pe permitted. [n pach such case, _._atm._w..._ﬂsb. findings of 24 9.6 Exceptionally meritorious service ” , A,
25 the Appotnting Authority shall be filed with and agproved 25 In cases of an employea's exceptfomally _:m_.__SZEu " 25 ”
‘26 by the Director of Pergonnal before such advancement 1s 26 service, salary advancesents of wore than one steg in the - %
| 21 made effective and such record of findings and fatts shal) 27 ramge or at Intervals of lass than the regularly prescribed 27
28 a_u‘ mide a part of the permanent record of the Ea._ous.m. 78 period are permitted, However, no ewployee a..:_: recaive " |
2% Mo employen shall recelve salary advancements of mors than 20 salary advancasents of wore than two steps, focluding » _
%0 tuo steps In a4 year Including advancements for exception- 30 advancements for exceptionally meritorious service, in amy g
14
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CURRENT RULES C _ , PROPOSED RULES
ally _smlﬁwla:m sarvice. 1 twelve (12) wonth period.
7. The initial salary advancements may be made 2 7

m:qni...m.wo.. emplayees when an E.u,_qov.mm has completed 3
the probatianary _318._ Salary advancaments for other 4
perwaheat enploy=s ~ay he effective on or after the date 5
on whith they are earned, if funds are available, #) , 6
appointing authorities shall submit to the pespective 7
personna! gfficers on the preper forms thelr recommends- _ 8
tions for salary advancements in the counties or divisions . 9
under their jurisdiction. , 0
) 11
C . : 12
13

14 Sec, 10. Longevity Increasas
. : . , 18 10.1 Elfgibility ,
. ) 16 An employee &n_,” soven %E.m,oa total state service
17 whe has attained the maximew in the range for the class
' 18 ,:S_._e:w 4 shlary increase in the immediataly preceding
19 twalva manths shall be eligible for a longeyity incradse

- . . . ,mo as presceibad in. Se_anctﬁe: of & new pay plan,
. ‘ _ 21 10.2 Additional Longevity Increases
22 1n :E”. shwe wannar, an enmployae otharwise pot
, , 23 ..mn.mf.._é a salary increase in each succeeding 12 manth
28 period shall be eligible for a longevity increase,

25
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CUBRFNT RULES

ARTICLE X - PROMOT{OMS, DEMOTIONS, AHD TRANSFERS - Cont'd.

1
Sec, 3, Promotion by Non-Competitive Exanination 2
If it is determined by the appointing authority te fill a ,
vacancy by a nmon-competitive promotional examinatjon, an ) s
enployee Ed_uﬁ,.mma for promotion shall be examined hy the W 5
Director in accordance with mentes 2, k-1, of this , 6
Article, and if found to qualify for the mem will 7
e sp gertified by him. _ 8
Sec. 4. Transfer-Promotion 9
A transfar-promot fon may be made in the same manner as a 10
promot fon except that the approval of both appointing ” 1
authorities concerned is required. Annual and sick leave , 2
and all seniority rights shall be transferred with the . 13
SEn,.mmm. | . 14
Sec. 5. ca_“SZo:m 15
A parmanent’ employee may be demoted for inefficiency or 16
other cause to a position for which he meets the minlnum ,_ -
qualifications, but ia al) such cases the B_Ee_.mm shall W 18
have _.r.sm same right of appeal te ﬁﬁ._dm ﬂa__..__iﬂc: m“m | "
E%.Zv.mmm who are dismissed. A wJtoo:mE_ enployee W 20
may.be demoted as provided for in Wr_.:n:m 5.: Section 4, I 1
but shall not have the __..*r:e of agpeal to w_._u Comii ssion, 2
Sec, 6. Transfer-Demotion : P i _.mu
A transfer-demot fon may b made when ;m.m:,,_:cwmm meets the o 20
ninioun ﬁ_cw_:_nw:a:w for nrm lowar position &.n_ the trans- m.m
ackion is approved by the m__u_uo*:ﬂlu m:n__._‘uq.*,:mmmnnﬁnm_.:mn. An 2
employee so transferred and n_maoq.mn shall have the same right 27
of appeal to . the Commission as employees who are dismissed. 28
Annual and sick leave and all senfority rights shall be
transferred with the employee, MH

PROPOSED RULES '

ARTICLE X — PROMOTLONS, DEMBTIONS, AND TRANSFERS
Sec. ub Pronption by Men-Competitive Examinatijon
I it is determined by the appointing authority to fill a
vacancy by a npn-competitive promotional examinaticn, an
employee proposed for pranotion shall be examined by the
Director in accordance with Section 2, of this Article,
and if found to qualify for the class will be so

certified by him.

Sec. 5. Demotions

A permanent. employee may be demoted for cause after the
persqn who 1s to be demoted has been presepted with the
reasons for such reduction stated in writing, and bas been .
allowed a reasgnable time to reply thereto in writing, or
upen raquest to appear personally and reply to the appainting
authority m-.._.;m nmmu:ﬁm. The statemant of _.Sm,oam arel the
reply shall be Fildd as a public record with the Director

of Personnel. In m.:._ such cases the employee shall have the
same right of appeal to the ngsmmﬁ,a: as employees who are
dismissed, A probatignary employee _.S.‘M he demoted as provided
Qm_. in Article IX, 'Section 4, but shall not have the right of

appeal to the Commission.

CHANGES

10 Sec, 4, Transfer - Promotion and Sec. b,
11 Transfer Demotien have been deleted from
12 this article bocause 1t i3 redundant,

13 :

14

15

16 Sec. 5 has bean revised to make clear

17 the opportunity to reply.

18
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CURRERT RULES |

ARTICLE XI -~ SEPARATIONS, qngnw AHD RETHSTATERERT
Sec. 2. Disnissals _
Yhe Appointing Authority, 15 days after notice in writing
to a permanent employee stating specific reasens therefore,
may dismiss any emptoyee who is negligent ar ingfficient in
his n___:mw. oF unfit to u_oz..o%. nis duties, who is found to
be m_::Q of gross misconduct, or who 15 convicted or any
crime involving moral turpitude. Fifteen days notice shall
not be required for employees im certain classes where the
.Qsémﬂo: hotds by formal action that _w:.m public intorests
ara best servaed by withhplding such notice, and shall be at
the 5,. scretion of the Appointing Authority for employees in

any class when the cavse of dismissal is gross misconduct,

10
11
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PROPOSED REILES

ARTICLE XI - SEPARATEONS, TERURE AND REINSTATEMENT
Sec. 2. Dismissals
The appointing authority, fifteen (15) calendar days after
natice in writing to a permanent employee stating specific
reasons therefor, may dismiss any employae for a good tause.
The employee shall be allowed a _énm,o:._Em time to reply
thereto in writing, or uvpon request to appear personally
and reply to the appointing authority or his deputy. The
reasons and the reply shall be filed as a public record |
with the Director of Parsonnel. wi.ﬁmms days notice shall
not be required for Eu__&.mm,u in ¢ertain classes when the
public interests are best mmTE_ by withholding such notice,
and shall be at the di un..msr: of the appointing authority
for employees tn any class 4,5: tha tause of dismissal is

gross misconduct,
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Sec. 3. Suspension

Tha Appointing Authority may, upon notice confirsed in
writing or by written notice, suspend any emploryes ﬁnian
pay for delimquency or sfsconduct, for 9 period not Lo
exceed 30 calendar days §n dny one calepdar year, The
employae shall omly have recourse to appedl #f sus-

pended for wore then 30 days tn any one ydir,
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PROPOSED RULES
Sec. 3. Suspension
The appointing autharity may, upon oral notice confireed in
writing or by writtea nottce, suspend amy employse without pay
for cavse or o comduct an investigation, for less or more
than thirty {30} calendar days. The suspensien eusi be for
a spechtic period of tiee, except where an ecaployee t5 the
subject of an indictment or other ¢riminal procaeding, The
employea miy be suspanded without -pay for Tess orwore tham
thirty (30) calendar .%ca. pending the outcome of the mla:._.,__._
proceeding. Parmanent &.ﬁ_@ﬁam shall have the le_: Lo apeal
to the Commission if suspended fae more than thirty (30§
calendar days fin any nziﬁrmna_a:._ perfod. The person baimg
suspended shall be ._.Jatma & reagonable time ko reply thereto
in writing, or ,:35 13§wﬂnn appear personal ly ard regly
to the appainting .En._sl&,. or Deputy., The statemept of
reasons and the reply shall be filed as a public record with

the Director of Personmel.
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ARTICLE XFI - Appeals

Sec, 4. Appaal from Dismissal, Suspepsion, Demotion or

Discrimination

A permanent employee who is dismissed, suspended for more

than z:.,Q (30} E_E_ﬁsﬁ days in any one-{1) nm_oaqma
year or demoted shall :B.m the _,E_; to apphal to the,
Commission for their review not later than thirty [30)

days after the effective date of the dismissal,

suspension or demobion, Such appeal shall be in writing

ard shall vm transmitieh to the lirector who shal) _
schadule the %wmm,d and arrange a formal hearing um?..mqm
the Commigsion within ninety {(90) days after receipt ,i
the appeal. The appea) must be postmarked on or before
thirty {30) days from the effective date of the mni.%,.
The Director mu::_, furnish to the Personnel 33%_., af

the Agency comcerned a copy of the appea) in advance of

the hearing, aa:i the employee and the Personnel 9:8_.

of the agency FEZR_ shall be .S:TE_ reasonably
in edvance of the tihe and place of the ‘hearing, | The

ma_;

%3_::3 p:a_._a_.:u., shall szw the 1@3 ‘t0 presedt’

in:mmmmw and" a?_m evidence befare the acaa:mmn:. s

Sn_m amm:,ﬂ___c of such .m___u_ummum,,nmnss._w& fules i évidence

shall ngk 2:.:... _pa any such hearing, ?s burden” cq

32: Wil be upan z:, Appoiating ?ss:@ o azzzr

ZE« the dismissa] , ‘demotion ar Juspension was not
arbltrary or capricious. Such burden shall remain with

the Appointing Authority throughout every stage of sugh

:El:c.

PROPOSED RULES

1 MRTICLE XII - Zﬁ_mm,;
2 Sec. 1. Appeal from Dismissal, Suspension; Demotian,
3 Hon-Merit Biscrimination, Mon-merit Personnel
L] Action
d.1 Rignt of Appeal
[ , Upon the gccurrence of ‘any one of the following events,
u,_m permangnt Sie&mm shall have the l.exm to appeal to the
_nca.ﬂmﬂo: for relief from the action 853&.‘_8 af;
4 H: dismfssal; {2} suspensions fer more than thirty (30)
wc._”ﬁi.mi,ﬁ %E in 2y twelye (12) month parisd; H,.”: desmotion
1n _.?: discrimination in any incident of employment because of
ﬂm”?o::nmfﬂ. religtous opinions am aftiliations, race, smx,
13 Tum. handtcap, natienal origing or (b)Y other non-merit

I
14 '(non-job related) based personnel action.

| onAsGEs

& Change from )| calendar year to 12
7 month period - for saspensions,
8 Inclusion of (4} discrimination

9 and (%) other non-merit persomnel action.

20
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1 ARTICLE X¥I - Prodfbition of Qiscrimimalion and Political

2

Actian

3 See. 1. Prohibition of Discrimination

Fl
5
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1.

Wo person shall be favored or discriminated agaiost
with respect to amployment in the classified service
because of political or religious oplnions or
afftliations, race, natiomal origin, or other non-
merit Factors. This prohibition shall apply to
recrultment, examination, appointment, trajning,
promot ion, domation, dismissal, and any gbher porsoniel
action, A persen who alleges such discrimination shall
rave the right of apgeal te the Commission fn accord-

ance with the provisions of ArticTe XII of these rules.
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1.2 Written appeal

Such appeal shall be in writing and must be postmarked
no later than thirty (30) calendar days after the effective
date of the action. An employee must provide in the appaal
request substantial factual information ingluding a specific
racitation of the m_wmamn act or acts about which the
employee-appeliant is complaining. The appeal shall be
transmitted to the Director who shail docket the appeal
request. If the Commission decides to hald a hearing on
an appeal, the Directer shall set a formal hearing befare
the Commission within ninety {90} calendar days after
receipt of the appeal. In advance of the haaring, the
Diractor shall furnish a cepy of the appeal to the

appointing authority of the agency concerned.

1.3 =oﬂ*nm of heariay .

mqﬂ: the maﬁiaemm and the appointing authority of tha
agancy Involved shall recefve reasonable advance metification
of the time and place of the zmakﬁza.
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1.4 Discovery

A broad form of discovary exists to simplify conduct
of the Commigsion hearings, Both the sppointing authority
and the agorieved employse-appeliant shall have the right
te immuire and recalye answers fram the othar party or
other persons concerning evidence relevant to the issuyes
at the nearing. Both may inspect any docusents or other
avidence in the possessidn of the other party or other
persons concerning evidonce relevant to Che issues at
tha tearing. Only matters which are part of the attorney ’
work product @r are obherwise privileged by law are axempted
from the requiraments of this section. The intent of this
umnﬁ.og js to allow discovery of facts in a manner similar to
the West Virginia Rules of Civil Procedure incieding, but
not Himited o, use of interrogatorias, depositions, requasts
for admizstons, amd requasts for u.-.an:ﬁﬂa_: of docomenta,
The scapie of discovery shall not be :,_._ ted by the West
Vieginia Rules of Civit Procedure.
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Provides for broad forw of discowery.

Altows both garties access to
relevant evidence,

Encourages Commntcation L

betwean parties.

Reorganizes comduct of bearings,
Encourages .c_c.:a parties to think .
through the entire process, Allows
the Comerd ssion to be better preparad,
Should agsist the Commisston to

recdsr consistent dectsions.
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1.5 Stipulations
Ten {10) calendar days prior to the Commission hearing,

both the %wi:i:m authority and the employee-appeliant shall

subnit to the Comuission a siyned joint stipulation setting

forth the following: "

a. issues to be decided; e

b, statement of ::imv:ﬂmm facts, including facts to
.___._.Enr each witness will testify;

c. statement of disputed facts, including facts to which
each witness will testify;

d. applicable laws; and,

e, exhibits to be introduced, with or without objection.
Fatlure of either party to comply with this section

way result in an adverse dectsion by the n&.imﬂoz af

the merits of Eﬁ case. [t will be discretionary- with

the .2_..%;23 to waive the signed Jeint stipulation

requirement. The parties E..v. enter into any ather

stipulations helpful to the Gommission,
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1 1 1.6 Hearing 1
2 2 The employes and an agency of ficial designated by 2
3 . 3 the appointing authority shall have the right to present 3
4 4 witnesses amd give evidence before the Commission. 4 .
3 - 5 Tachnital ruies of evidemce shali not apply at the 1
6 . 6 hearing of such appeals. AL amy such hearing, the C6 _ .
1 _ 7 ,5_2352_..@ authority shall initiaily bear the burden 7
8 8 of going forward with ovidents to establish that the 8
3 9 dismpiszsal, demotion, suspension, or othal non-merit 9
10 . 10 based personnel action was not arbiitrary or capricious 10
11 ’ 11 and was for good cause, The appointing authority also 11
12 - o 12 bearg the burdan of persuvasion and m:nz, byrden ghall 12 '
13 o 13 remain with the appointfng authority throughout every 13 :
14 . . : .14 mr_% of such. hearing. i . ‘i
15 ‘ 15 1.7 ‘n,a__..ﬂacg:ns ,_ , 15 ,
by L ‘ - 16 mnq__ﬁ:q_:_a:ﬁ@w af ,s,.,;m.gln@ _____3. be granted by the E E , _n._,..: service Comwigsion wants o | 5
17 . : : 17 Loomission only for good tause mm_._as._.. .17 clarify existing poltcy. .
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The Commission within (30) days after hearing shall
report its decision itn writing to the Appointing

Authority. If the {omaission finds that the action
conplained of was taken by the Appointing Autharily
withgut good cause, the employee shall be reinstated
to his former position or a position of like status
and pay without ._omm of pay for the period of his

suspension, and awarded his reasonable and necessary
attorney fees expended therein, such fees to be paid by
the Appointing Authority. 1f the Commission finds that
the action complained of and taken by the Appointing _
?_n:olQ was tog seyere but was with good cause, .

the Commission may provide for such other remedy or |

remedies, as may be %E_mn_ appropriate and in the best

The Commission shall expressly

have Lhe authority E\ gwn_ma te provide for such ...mamﬂ_mq

interest of the _S_.Zom.

as it may deem to ba appropriate after it has made _

a complete review of the circumstances of each !
C _
tndividua) case and sudh remedies shal) include, but !

) : _
not limited to, the restoration of the suspenston i
1

ar relnstatemept of anlindividual to his former
W , !
vem_ﬂo;c..m _Sﬂ:o:.mi,, :_amnao:m,?a?@e_.g-

cigloyment Lo any c;_m_, _uai:_os wiich in the judgment

of the nuaa__micz is:in the _u@_mw interest of the '
parties ar m__:._.. combination of _mtnz remedies, When

: |
any coployee is disnjssed and Inot rejnstated after m:n“_-
appeal, the Copmission at jts _g_d.mo_.oﬂo: may direct

Ehat his name be placed on an E_vcﬁowlﬁm re-empl aymant
1ist for employment in any similar position other than

the one from which he has been removed. Any final
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Sec. 2, Decision

Hithin thirty 23.8_23_, days after the hearing, the
Commission shall report its decision in writing to the
appointing authority and the employee. If the Commission
finds thit tha action complained of was taken by the
appointing authority without good cause, the employee shall
be reinstated to his pr her fonmer position or a positien
of like status and pay without loss of pay for nrm period
of the dismissal, suspension, demotion, denial of procedural
due E.cwmmm rights or othar ncn-merit based personnel action
and shall be awarded his reasenable and necessary attoraey
fees Eu»:gﬁ_,;mqo.:. such fees to he paid by the
appointing autherity. 1f the Commission finds n:wnwgm
action conplained of and taken by the appointing authority
was:too severe but was with good cause, -the Commission
may . provide for such other remedy o,_. remedies as may he
deemed muE.o_ulmnm, Ea in the best interest of the parties.

In all cases, :..o Commission m:m: have nrm
eApPress m:ﬂzcl&. ,3 order to n:oi% for such 1@.%&3
as : may n_mﬁ,él_d_.__..;_a H,,:Sj it has made 2 E%d.@am
review of Lhe p 3==m;ramm.m of mm.n: ipdtvidual _moamm.
Such remedies W?w: ;oﬁcnm,, _u_;m lo«” he jinmg te, the

v

..mmwo:u:n: cw tha suspension, or .,m*:mﬁmnmamaﬂ of an

individual to his 3_.,3_3 positign or a Ei_:o: of like
status and pay, or _.mlmau_o...sm:n, _S any other maiia:
which the neaimu_o: En_m:.m, to a?.: the _ummw tnterest
of the um_.imm. or any combination of such _,Qsmn:mm.

When any employee is dismissed and not _.E.a_mg_n& after
such appeal, the Commission at Tm discretion way direct

that the employge's name be placed on an appropriate
7
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action ar gecision taken or made hereuader shall be
subject to review by the Supreme Court of sppeals if
appeal i5 wade within sixty (60) days of the action or
decision complained of,

3, In tha stee manner as that described under Article XII,
Sectfon 4 - 1 an employes who alleges that he has been
discriminated against in recruitment, examination,
appofntsent , training, retention or any other persoanel
actien because of political or religiqus opinions or
.a::_mﬂozm or because of race, national origin or
ather non merit factors, shall have the right to be heird

by woe Sivil Service Commission,

ARTICLE XII
Sec, 1. Appeal for Fxamination Rejection
i. Any applicant whose application for admission to an .
antrance or promotional examination has been rejected
by the Director may appeal to the Commission for
consideration of his qualifications. The Cowmission
shall consider such appeal, if in writing, provided it
shall have been received by the Dirsctor not later |
than 48 hours prior to the announced Lime for holding
The Comwission's decision

the written examinations,

with respect to any such appeal shall he final,

Il

Any applicant whose applicatien for adwission to an
unassembled examipation has been rejected by the
Dicector may appeal to the Commizsion for tonsideration
of his qualifications. The Comaission shall consider
such appeal, if in writing, provided it m_._,m:_EL.m

been recefyed by the Diractor not tater than 10 days

o oa e Ry
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re-puployment 1ist for esployment im any position other
than the one frowm which he has been resoved. Aoy final
action gr decision {aken or made herssnder shell be
subject to review by the Supremse Court of Agpeals if
appexl is wade within sixty {60) calendar days of tim

action or decision complainad of.

Sec, 3. Agpeal for Exsmination Rejection
3.1 Appeal Request _ _
Any applicant whose application for oxamination has
been rejected may appeal to the Commission for recensideration
of his qualifications. The Commission shall consider such
apperl if submitted in writing and served not later
than fifteen (15) calendar days following the date the
rejection notice was postmarked, Pending the outcome of
the written appeal, applicants may be admitied to an examina-
tion. Admission te an examination under such circumstances
shall pot constitute assurance of a passing grade with
respect Lo the othep Er_.ﬁme_._.m of the examination _wﬂm_nmmu.
3.2 u_m.n;_o_s -
Within thirty (30) calemdar days after a properly
submitted appeal is received, the Oirector shall report

the decision of the Commission 1m writing to the agplicant.
R
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Extends the length of time from
48 hrs, to 15 calendar days an applicant

has fto appaal his examination rejection,
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mc,:c.zd.:m_ the date upon which notices of ..m._._man,g_._ wire
released by the office of the Director.

3. Applicants may be admitted to an examination by the
Director pending a consideration of a written appeal.
Admission to a written ...xm__.;:_.m_:o_._ wader such
circumstances, however, shall not constitute the
assurance of a passing grade 1n training and experience.

Sec. 2. Review of Examination Ratings

1. Any applicant who has taken an examination may appeal
to the Commission for review of his rating in any part
of such examination to assure that uniform rating
?.onma.camm have been applied equally and fairly.

Such appeal must be filed in writing at the office of
the Director within 30 days after the date on which
notification of the results of such examfnation was
mailed to the applicant,

2., A rating in any part of an examfnation shall not be
changed unless ng__u:m,:wm with the foregeing canditions
has been made amd unless it is found by the Director and
the Comnission that a substantial error has been made,
The Commission's decision with respect to a review
or change shall be final and skall be eatered in jts
minutes. A correction 1n tha rating shall _,.o_,p affect
a cartification or appuintment which may have already

been myde from the register.
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The Commission shall determine thet uniferm rating or review
procedures have been applied. A rating in any part
of an examination shall not be changed unless the
Commission finds that an error has been made,

Any correction resulting from the appeal shall not
affect a certification or appointment which has already

been made from a register.
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Sec. 4. Mppeal of a Classification Action
4.1 Appeal request

When a classification action results in the movesent
of a position from one class to another, the affacted
omployes or the appoisting authority may, within Fiftesn
(15) calemdnr days fallowing the date the classification
nottce was postmarked, roquest a nEw&:S:o: revi ow.
The request shall be In writing and shall concern anly
the allocation of the individwal 3%:3 to & class.
4.2 First rovies

The Classification Division m_.__L: review the inftial
raquest and all additional information submitted by the
employee or the appolnting authority within fiftean (15)
calendar days from the date the nr;, ification notice was
postmarked. The n_mmﬁjmnuﬂg Division shall notify the

auployae and ‘appointing authority tnlwriting of the rasult

of the ,n;mm:;nszoz _.m_}wz. , .
4.3 Second review

If the decision _.mm:.:,.;u from :.8 First review remaing
unaccaptable, the employee or the m_n_uE:::a athority may
file a writien appeal tg the Director'of Persanmel. Within
fiftean (15) calendar days following the date the written
decision was postmarked. Such %Bj request shall include
Justification for changing the classification of the position.
4.4  Decision

The Director shall consider all ,Ewi:msa information -
and issue & weitten final allecation decisiom within thirty

(30) calendar days after the appeal 1s recefived,
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Sec. 3 _“.E_Ei for Removal from Register '

1.

An eligible whose name has been removed frum a register
for any of the reasons specified in Article VI, Section
3., P - 1, may appeal to the Commission for reconsidera-
tion. Mn individual who, because of serying in the armed
forces of the United States, fails to respond affirma-
tively to &n offer of appointment or certification and
whose name is for that reason removed from a register,
may upon written application to the Director be
reinstated upon such register. Such appeal must be
filed in writing at the office of the Director within

30 days after the date on which notification was mailed
to the applicant, The Director shall refer the appeal
with all pertiment information to the Commissieh. The
Commission, after investigatfon, shall make ity dacision
and the eligible shall be notified accordingly by the

Diregtor.

PROPOSED RULES

Sec. 5. Appeal for Removal from Register -
5.1 Appeal request

Any person whose name has been removed from a register
allegedly for reasons specified in these Rules may appeal
to the Commission for q.mn.u:mEm,ES.o:. Such appeal must be
filed in writing with the Director within Fifteea {15}
calendar days after the date on which notification to the
applicant was postmarked, Such appeal shall state the
reasons why the applicant should not be removed from the
register, .
5.2 Decision

The Commission shall review all relevant information to
determine if the action %ﬁmm,_awn was nmxe_... in accordance with
the Rules and Regulations. J_:E:.n::s. (30) calendar days
after a properly submitted agpenl is recelved, the Director
shall raport tha decision “__._m!‘:u_:,u to the applicant.
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Sec. 6, Appaal for Denial of Procedura) Due Process
Rights

Sec. 6.1

In any tase within the Commission's jurisdiction
under Sec. 1.1 and for any suspansion, the employes-
appellant may raise the issue of a vislation of the
compl oy 's procedural a..z.. process rights by an appeinting
autherity within thirty {30) calemfar days thersafter.
If the Commission finds that am appoimting authority has
violated an ewployee's pracedural due E.onm.,h..m rights, the
Commission shall have the authority to provide any rempdy
it may deem appropriste g more fully sat forth under
Segtion 2 of this Article, This section does mot preclude
consideration hy the Commission in an appoal upon a

personnet action of any progedursl due process issues.
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! 1 Sec. 6.2 1
2 z {a} Unless waived by the Commission and at 2
3 3 the direction of the Director of Personnel, both the 3
4 4  appointing authority and the employee-appellant a‘
5 5 shall submit to the Comnission hy stigulation, §
& 6 written transcript of procesdings, or other "B
7 7 appropriate manner, a joint statement of the 7
8 8  protedures followed by the appolnting authority 8
? 9 and the actions taken by both the appointing 9
10 10 authority and the 3233-8_5.:3,; regarding 10
1 Hl the empl oyee's assertion of denial of procedural 11
12 12 due process rights. _ 12
13 , 13 This ,,?:; statement is to include :_U a copy 13
14 14 of the notice which was gfven to the employee of 14
15 15 the personnel action, {2) the time period 18
16 16 within which the ewployee was required to reply 16
v 17 to the notice of Ew_.mo::_ﬂ action, (3) either a L
13 . 18 copy of any request by the employea for an _ 18
1y 19 333::2& to be Tmmz_ E.. the ,_.Euom::..ﬁ _ 13
0 20 autharity or a mivimio: that such f reguest| 20
a . 21 was or was oot Enw (1) a .:.Emn_._rn”o.. m:Es? , 21
2 22 pf the _Sg_,_é _SE _.mum_,n_;m_ the Eaaaam_ anfon. 22
23 23 (5) the vm?.c::mﬁ mnﬁo: taken by Sm %uo_zi.,_,m_ 23
2 24 22512. :.; a statement of the naaw:_m;:c: 24
2b ) 25 m_?m: by the mv_.._i_._w_:a autharity to ua. reply’, 25
6 ‘ 26 by the ma_u_owmm to the notice of _.52333 mol_oa - 26
2 27 and any matter uammmsnmn nEl.E the hearing held 27
2 28 hy w_—m mvtc:..:_:a m_._n_s_._ﬁ.‘.. if any, {79 a statement 28
M“ 20 of the raason for the _umjmaél action taken by the 23

30 appointing authority, and (8} a copy of the written 30
13
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decision advising the asployee of the perjonnel
action.

{b) An appointing authority shall maintain a
record of any hearing helid by the appointing suthority
regarding a personnel action.

{c) If the sppointing atherity fails or refuses to
naiu__% with the provisions relating to the Joint stats-
ment required by subsection (a) of Section 6.2, the
Cowarlssion way determine that the appointing asuthority
,:-m failed to grant the procedural duwe process rights
”g which an employee is entitlad. Likewise, the
failure or refusal of the emplovee to comply with the
provistons relating to the joint statement required
by subsaction (a) of Section 6.2 way result in dismissal
of the employee's appeal, _ _

Far the contents of those ._B%Eﬁm of tha joint
statemant required by ..u.._._cmm.nZo_r_ ni of Section 6.2
on whigh the appainting .,:E._ﬁ.l.r.g and the employee are
unable to agree, and for which a m_am&:n recitation
of ﬂrm.ﬁ_,:ﬁmﬁm_.f__nmm and the reason for such differences
1s sat forth :.v the joint statement, no failure or
refusel to comply shall be deemed to have occurred.

{d} In those instances in whith the Joint statement
§s=m$_n;§_.<Wn__ﬁ_sumz.anmm mg dental of an employee’s
procedural due ,E,a_nmum _.S___._: the Commission may wlLhout
& hearing provide any remedy mam it may deem appropriate
as more fully set forth under Sectiom 2 of this Article.
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Sec. 7. Decorum of Parties, Witnesses, Representatives
of Parties or Witnesses, and Others

ALl persens appeariny befere the Commisston in
person or by or through a representative shall act
in a professlonal and ethical manner and be subject
to disgiplinary action by the Commission for fmproper
conduct of any nature. Disciplinary action by the
Commissfon will ba determined in Tight of the conduct
of the individual{s) and may include, but is not
Hmited to, dismissal of the party's action or am_im,:

of the privilege of a person br his representative &

appear before the Comalssion. |

Sec. 8. Cost and Expehses

1. A1l state employees who are subpoenaed or

_,Ez:ma to attend Civil Service appeal hearings, |

whether at the request of the department or the

mﬂgmﬁﬁozw. will not be nrﬁﬁ@mn anmual leavé for wamA=
gwmm__gnm from their _._o:Efmq:imm and shail be paid
L,Em.@:mim expenses in 2%.3&._8 with State Travel
wgi,_gzgm far a:ar&:a_mn;m hearing,

2. In accordance with Chapter m@.. Article 1,
Section 16 of the West 533: Code, any witness who
is m__goa:mﬁ_. and wha 1s not an employee of the
State, will he .maﬁzmn_ to .u_m.._.z:m:n af a witnoss fee
and mileage. The party who ‘requests the subpoena to

be issued will be responsible for the paymant.
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1 1 3. The Commission may ordar the parties Lo 1
2z 2 pear costs and expenses necessitated by an appeal 2
3 ) 3 in any manner it deems Just based on, Including but © 3
4 4 not Mmited to, the merits of 4 particular sction, 4
3 3 the conduct of the parties, isd such othar factors B
6 6 25 are relevant to a determination of the thxing of "B ’

_,,

7 7 codts amd expenssd, _W 7
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VARFICLE XII1. Classified-Exempt Service

2 5ec. 1. Classification Plan for the Classitied-Exempt

3 Service

4 Upon the recosmentation of the Director, tha Commission
5 shall adopt and make effactive a classification plan for the
6 ciassified-exempt service. This plan shall be so developed

7 and maintained that all positions sufficiently similar with
B respect to Lyps, difficulty. and responsibility of work

Y are included in the same class and are f11led by the same

10 means of recruitment. The plan shall be based on an analysis
11 of the duties and responsibilities of each position, and

12 each posttion shall ba allocated by the Director of Personnel
13to its proper class in the plan.

1450c, 2. Heport of Dutfes and Responsibilities

15 Each appointing sutherity shall report to the Director
16the establishment of new positions or any material changes
1714n the duties and responsibilities of existing positions
181n the classified-exempt service. The Director may at

19any time require the appointing authority to subwit a

20 statement of the duties and responsibilities of lncumbents
21 of any position in the classitied-exeapt service, ,
22Sec. 3. Report of Employees

23 The appointing authority shall, on the %E,%_.,;:
24 specified forms, report to the Director amy chamges in class
25title, pay, and status of any employee in the classified-exempt
26 service. . -
27

28

29

30

CHANGES

3

1 Sets forth the Rules regarding the

5 Classified-exenpt service as required

& by Taw.
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Sec. 4. Certification of Mumes Tor Filling Vacamcies

If a0 appointing authority wishes to requesk nases of
applicants for consideration for esployment im the classi-
fiad-axempt cervice, he shall sake tha requatt on appropriate
forme sypeci Fied by the Director. To reduce the Impact on
hiring in classified service, the Diractor may send names
irrespactive of order of scoras and may delay Filling
such request until certifications for tha classified
sarvice are cosplete, In no avent shall a classified
service vacancy be Filled from a certiflcation preparad
for & clazsifiad-exempt service vagancy.
Sec. 9. Appeals

Any employee affacted by the aliocation of a position
to a,n?...m may flle with the Director a writien requast
for reconsideration and shall be given a rezsonable
opportunity to be haard by tha Director. The interested
appointing authority shall be given T1ke opportunity to be
heard,

The appenil of a classification action shall follow the
.@.Bﬁa%__.a_euﬁu:m___aa in Article XI1, Section 4, of theze

Rules.
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Provides an sppeal procedure for
disagresnant, ovar allocation to a
¢lase. Procedure is to be same as for

“the claszified sarvice.




CURRENT RULES
1 APPENDIX A
2 ATTENDAKCE AND LEAVE REGHLATIORS
3 In compliance with Chapter 21, Article 10, Chapter 2,
Section 8, of the (ode

4 Article 2, and Chapter 29, Article ¥i,

5 of West Yirginia, the following regulationt shail apply
6 to mﬁwg_m_é_&mmm.

7 sec. L memHmMRM

B8 , o:r._m_ holigays are New Ypar's Day, Lincoln's Bifthday,
g Washingtén's Birthday, Good Friday, Heworfal Day, West |
10 Virginia Day, Independence Day, Labor Day, 9::35, c&...
11 Veteran's Day, :.a_.r,_suz;a Day, Christmas Oay, and ,
17 any day L:. waich an election (Primacy or General) ¥s held
13 n:_&:u_,_ocq_ the state and such ather days as ‘the President,
14 mc‘__m_,i:, or ather duly nc_..ww:":ﬁmn authority shall E.c_n:_:__

15 tojbe E_E: nolidays.  [f a ,._c:am,x talls on a Suaday, :5

16 ,ﬁo:c:_s_a zcza&,m:m: be ccm.w_.én in liey thereof. If 8

17 holidsy amﬁgm on & $aturday, the uao<ﬁocm Friday shall be |

18 aawm1<m£ .=_d_m= thereof, If n:wfmﬁamm aa New Yeat's Day

19 acours es ITuegday , Wednesdyy, Thursday, a« Friday, eze_dmaa,
| ,

20 four ge_; of work oa the tast 66 ﬁ::ma work . day z:_ e

E!@ of f.

Ef an gﬂ**ﬁég, haliday fallg: on a lg« :

21 m_:.ms m

22 o::ﬁ, :.:s Saturday or m:_._%;_.. and :Lm :._ an enployee's’ .

23 1ma,__;_.§ Egaz_mn day 02 the 2.233_. next mn_,_ﬁ_.:mn .

24 wark day, following the noliday, ,:.,_: be gbserved in View
e o , i

25 thefeof; Employees may be remiired to wark on officiel

26 _5:55 anly whon such work is deemed to be necessary to

Overt ime compensation

27 the public interest by the Agency Head.

28 1in some form #lli be wade for holidays worked.

—

4 A

=

L= -

—
in

27
28
29
30

I '
- on a Saturday, the previous Friday w.__a:; ba ubsarved.

PROPOSED RULES .

ARTICLE XIV¥. Attendance and lLeave

In compliance with Chapter 21, Article 5Cy Chapter 2,
Article 2; and Chapter 29, Article &, Section 10, of the
Code of West Virginia, as amended, the follewing regulations
shall apply to classified employaes. .
Sec. 1. Halidays
1.1 Ufficial Holidays

In accordance with Chapter 2, Article 2, of the Wost
Virginia Code, as amended, offfcial holidays are New Year's
Day, Lincoln's Birthday, Washiagton's Birthday, Memprial Day,
West Yirginia Day, Independence Day, Labor Day, Collmbug Day,
Vetarans' Bay, Thanksgiving _u.,a.: Christmas Nay, any day
in which an election %lawﬁf.mo_. Ganeral) is hald throughout
the State, amd such othor days as the E.m.ﬂ_nm:f Govarnor ar
obhar duly constitwted suthority shall proclaim te be Tagal

helidays. ,
When o holiday falls on a Sunday, the following Monday
shall be ohserved ac the c:-:,u,;_ :EE.&: When a haliday falis
When
Christmas or Maw .._mﬁ._nmc&‘ QWn_L_.m an ?wwn&...,_:,r%mmn_sf,
Thursday, or m.la&: the :“wr half of ,&5 mn:&,_mea .:c;,_q_mm
*Esn;g_w praceding tha :o_:_&. 5: be given as timg dff.
1t Jm recoghizad that some mﬁmzﬁmm fust modi fy _3:9&, beheduTes
to sécommodate m.é_:n_-_:__?n_cnx shifbs ur othar special needs.
Each agency should notify ampjoyeas In advance of altered holi-
day work schedules and mzac_ﬁ_m,mnsﬁ_:_m altarad holidays on days

as close as possible to the ngrmel holidays.

22
23
24
25
26
27
24
29
30

CHANGE S

Placas Attendsnce and Leave
Regulations in the bedy of the Rules.
Replaces Appendix A and Articla A1V,

Betause ohservance of Good Friday
is hot required hy law, it has heen
daleted. Title VI1 of the Civil Rights
Act of 1964, as emendad, Section 701(J)
syuggRsts that employors moke reasonable

accommodabions to meet the religlous

practices of thair employees.



ATTEMDAMCE AHD LEAVE

CURREHT RILES PROPUSED RIMES CHANGES

1 1 Pubiic mmploymes may observe Martin Luther King Day 1 feraits observance of Martin

2 2 on Wis actual birthdey, January fifieenth. A public 2 Luther King's birthdwy Jn accwedence

3 ‘ . . 3 emplgyer shall not refuse time of f Lo any meployee 3 with 1980 legislation chargeabla to

4 . A4 for such observance: howaver, the time of f shall be 4 anmal lpave.

5 h : C , 5 charged wgalagt tho owployen’s actrued annunl Teave and : & o

& | _, 6 application thersfor shall be the same as spplication for - B _., : .
8 _, | | 8 ‘ 8 .
.S - r o . . - i , ) .._ : . _ L 10 ‘

. e . L7 Relighous Hotidays _ B R ‘
o o _A_ _ _, , 12 uﬁi_&am __a,__z_i_ make ‘Sias_s_:.e. gnﬂjl&wﬁ.e__w@ LR y P 12 - , ;:ﬁﬁ %ﬁnimgne %..‘,_&Seﬁw
C ’ | Lo 3 ,§_§§n,§,ﬁ ;_d,ﬁ,,%m __.E_E%iiaifﬁ.E,,,_nx. _ - Bt it days ,,.n_.;iau_:_m to amnal :,%m.
SR s Lo e S I v
_ , _ v o L S

R o L w o _ 18

9 _ o - 19
@ 2 ; N n _

21 o | K S .” . " o 21 . _ _ - B ,k‘ N._

22 - o 22 - 22

23 . . . , 23 ) 23

2 _ . 24 | 24 ,
26 ) 25 256

26 - ) ‘ 26 : 26

27 27 .

8 28 e

29 2 .

g ) .
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CURRLRT RULES

Sec. 2. Hours of Work ,

Except as specified by the Agancy Head employees shall
work 31&. (40) :o_%m,p week. The work week will extend
from 12:00 a.m, on Saturday through 12:00 midnight an mwwanz.
ALl Agency Heads shall file work mo:e,n.:mm with the

Director of Personnel.

Sec. 3. Annual Leave or Vacations

1. Except as otherwise noted in this section gach
emprloyee shall be entitied to annual leave with full pay
computed as fallows:

Annual Leave Accrual

Lateyory Period of Service . Rate
1% days . Less than & years L 05769 hours lgave
1174 dys/mo per hour uada {not ta

m.xngma 40 hours paid

per week)
18 days 5 but less than 10 L06923 hours leave
L 172 dys/ua ‘._.,Wﬁ_.m per hour paid ?ea ta

! . T per week) ,
21 days’ 10 but ,:wmm than 18 0 .08077 Wgurs Jeave
134 dysfme years " par haur patd fnot to

exceed 40 hoyrs paid

_ . per week')
. ¥
24 days 1% years or more LWZ3L hours leave

2 dysfmo per hour paid {not b
exceed 40 hours patd

per waek )

axcoed 40 hgurg paid
[T

25
26

21

28
29
30

© PROPGSED RULES
Sec. 2 Agency Work Schedules
Each appointing anthority shall establish the

work schedule For the empioyees of his sgency, The
work schedule shall specify the number of hours of
actual attendance on duty for full-time employees
during a workweek, thh day and time that the workweok
_u_mm;m and ends, and the Lima that each work m_:.zu
begins and ends. Such _.3,} schedulas and changes
thereto must ba submitted Lo the Divactor within

. fifteen (16) calendar'days after eaplayees commence

work under the schedula,

30

CHANGES



ATTEMDAKCE AMD LEAVE

CURREMT RULES PROPOSED RULES

CHANGES
Mo more than 240 working hours {30 work days) of 1 1
accumulated annual leave may be carried forward froe one 2 : : 2
calendar ysar to another, If an swployee's sepvices are 3 ' 3 ,
terminated for amy resnon Hther thin death, he coanat be galt 4 - g ) | e _ s | e : , ; . |
. for mora thew 240 working boars of sccumiated aomual lewys. . 5 T L L o | s L , .
. . 7 | ‘ _ q‘
. . . _, . ¢ B . sy e o . .o , g Wt )
oo . e a : . ‘ Ly L o
, 10 _ . _ )
s _ Co L i C ,_ .
i i , ; R [ -
B . wb ’ ’ .
. : . b - "8 ok bl | P b . - | oo SRR |
o v . ﬁ ,
' 16 p ’ P .
. 7 . : - “:, .
: 18 ” _ ) | 18 ) - .
_ , 1 : _ IR
20 » 'z !
21 21 W
; ' 22 »? _
23 23 ,
24 24 !
25 25 :
26 26
A 27 27
&8 28 .
3 g 2
0 4 n




ATTEROANCE AKD LEAVE . L _

CURRENT RULES N , , PRUPOSED RULES CHANGES
1 , ) - o1 Sec. 3, Annual Leave , 1
2 o U . . ,. 2 3.1 Amount, Accrual , , . .
3 ) L ' o 3 Except a5 otherwise noted in these rules, each msu,_&dm. 3 Expands number of days of actrued
4 . . - o 4 shall be eatitled to annual Jeave with pay and henefits. The 4 apnual leava that may be carrled Forward
m, _ s ; ,. R e 5 table below lists. rates of accrual .E..no,q.u:‘_@ to the employea's 5 fran one calendar yoar to .m:a_:.a.w tor
6 o o . : Co 6 Tength of service category and ._":m.azs_um.. af lhours of annyal 6 ten ywary or more of um.Dv;.S. :
7 ) o " ) . , N : .7 leave that may be carried forward from-ome calendar year to enother, _w
8 ' - ' o B Annual leave canntl be accrued fop _,E:E" worked beyond n:m._._o:._ﬁ _m _, .
9 S e "9 work woek. _ L 9
10 o . ' L . . . I V| r.mzan: of Service . Accraal o ” Carry-forward . 10
I8N . _ ) a 11 Category Rate + __Hours 11
12 : . . ' o 12 tess than & years' ,05769 hour per hour paid * 240 hours N - .
13 : oo . 13 of regular o ! 13 , -
ITE ' R . ‘14 employment _ ST
15 , _ ’ , .. . 18 B years but lass 06923 hour par ?E. E_,E 240 hours . 15 .
16 . . ; " ' 16 than 10 w.mm,_..m of | ’ b . 16
7 . . 17 regular emplayment o _ K R V) .
18 ' . , 18 10 years _UEH, less. ,08077 hour par hour um_": 280 hours 18
19 _ 19 than 16 years of . _ i : 19 : |
20 ‘ - 20 relar eaplopment S . . 20 .
2 . _ . 21 15 yoars or mora 09231 hour Ev. hour paid 320 hours 21
.o® k 22 22
23 < ‘ . 23 23
o 24 _ , 24
Zb : . FL Nm
26 _ 26 26
27 27 27
28 , o o
9 , n '
39 , 5 !




ATTEHODAHCE AMD LEAYE

CURRENT RULES

1 Actomlated amnunl Teave shall be granted by the 1
7 Appointing Authority or wpon the authority delegeted by him be
3 at such time or times as w1l not malerially affect the 3

4 efficient operations of the apmncy. ‘Service to gualify must 4

5 be aéu.aagn wiiti ,a_._ﬁ Ftote of West éaﬁ_:,;.. . -
6 D | :
ARV e N, TV A P
7 .

B . B

9 ) . X3

10 _ 10

11 , ! 11

1z T . RRY:
o3 oo SEREEERE
u . Vo | Lo - ’ 14

15 ' _ . s
- riyg R | P | : o 6
k 18 . . ' o . Hm
18 , A E ' ,", o ,‘ 19 .
20 - - L . 0

mu" . . .21

22 , ‘ _ 22

23 , , 723

24 : . : 24

25 : 25

26 : o 26

27 . | , 27

a8 ‘ 28

29 29

0 10

PROPOSED RULES

.2 Service to Qualify
{a) TQualifying service for length of service category
{Section 3.1) 35 based on State employment In an

agency coverad by Civil Service.

{b) CredtiL may alsn bet [iven for other SLate ouploymenl mot .

in a covpred Civil Seryice agency iF requested in
_inn,_:m E.,, %m ..%E,:.Ié %m«_a_.,_.nm of ﬁ:mncéga
ALY _zg_ the execative or adminiztrative gsn.i._o is
b %_:?‘_dw d d_m_%ﬁﬁ.%w_zgi,mx In the fon-Civil
_m@.ﬁinﬁ_ __@?_&.,_fﬁ .z%a?an_ by the E regtor of Pergoanc] .
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CURRENT RULES

?. -Annual leaye shall not be accorded teaporary or

per_diem employees, and irregular part-time employees,

I
2

" PROPOSED RULE

3.3 Requesting, Granting

Accrued annual Jeave shall be granted at such
timgs as will not materially affact the agency's
efficient operation. Tae employee shall request
anpual leave in advance of taking such Teave extept
as noted elsewhere in this Article. Anfual leave
may not be granted in advance of the employee's accrual
of such leave. Agencies are encowraged to grant
wo=a*¢*a=m make going

i
|

anmal leave whan hazardous

to and from work difficult,

o o
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m:naﬁamgmm the use of atnual

leave for hazardous coaditions.
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I 3.4 Coverage
2 {a} Annuxl leave shall not be accorded tesporary,
3 30-day emergency, per diem, 80-day exewgt, or irregular

Irt-time el oyues,
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ATTEHDAHCE AKD LEAVE

CURRERT RULES

1 7. Apnual leave shall be actorded provisional,

2 temporary {appointed from register}, amd intermittent class
3 employees provided such leave L_,m taken before the expiration
4 of the pertod of appointment, This leave shall be computed

5 on an hourty basis according to the proper tenure category.
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PROPOSED RULES

\b) Annuz) leave shall be accorded provisional, intermittent,

and temporary {appointed fram the register) employees.
Such Teave must be taken prior to the cxpiration of the
period of appaintment, unless imeediately followed by

an appointment from tha' register or be forfaited,

| o~
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ATTEMOAMCE AHEY | EAYE
CURRENT RULES : PROPOSED RMMES CHAMGLS
1 3. Apnwal leave accorded reqular ._Eﬂn-Z!.. ongloyees I {c} Annual leave accorted regular part-time enployitas 1 Part-time cwployees will recelfve the
Z 5hall be computed on an hourly basis accarding to the proper 2 shall be computed in proportion to hours worked based 2 same length oF service cradit as all
3 temtre tategory. 3 an the proper length ,omw service category. 3 employees.
A - | . . | | -
5 5 _ , : Y + A CL
* ) a‘, A, The wigfmm charge agaiost aomoat ﬁmw@‘«id T b _ni £:3.5 ,z._i_..,i Chatpe | | 6 k)
,w, 1) hour. , | . ‘. 7 The wlnimom gs.% éi_dﬁ %Ei leave may be oo helf -7 Reduces siifmon charge of anmal -
8 5. Annual Teave wy be 52_33 S an E_Eam because | 8{1/z) wu__.___.. E&ﬁ%a_ Vgt .___a.i b :_ !:::g of o _z;_,. . 8 __n:a From ) hour toi1/2 Raur 1o acobmdat
L of 1Hness pravided a1 «E,amm iﬁx ;azs ‘and ageameg_.,q A ‘ .w _S_.___,. : ) S Wm_ R ) 4 gam._m Sam.snaa_ana e E_ﬂ@aﬁ ort
10 time hag beny mifmusted, A. ) S M e - _ .W“, o | ’ 16737 142 aac_,m s_s_& Whe aew uﬁz_m 2_ 371
:.: ,, T SR E oo o N I Lo C _:,;__,2;., . ”,, C e v
2 S ‘ vy e R T . ‘.”_‘ . ,,w< .
K R FRY & L F Nt T ﬁ
R TR i P W L - : o . Y A
Ny :.v.‘d‘; L _ . o , 155, x . a - w 18- " Cat e iy
e Do o . _.__ C o , I S ‘ L BT :
17 - o o _ . i’ _ | . _ i 17 _
L PR .‘ . e - S , . s B L y_h o
W EEEEIE o 8o, | g R v
© : o Cael 200 - S o I
A - | _ _ o B , 4 21 - :
2 S ) 2z : m ] : | 22 : o i
3, W 23 L W . 2 co
u C Y _ : 24 C ‘ ,
28 | o | 25 I . 25 y
2 ' ’ 2% - 26
ﬁ w 27 | 21
o z8 ‘ v
2 2% Fal
» “F,. 10 0




ATTENDANCE ARD LEAVE

CARRENT RULES

29
30

14
11
12
13
14
15
16
17

PROPOSED RULES

3.4 Use of __5_._5.: Leave for I1lness
{a} Frmployee
An emplayee may request that accrued annual Jeave be
granted for his illness provided the employee has exhausted
all earncd sick leave and compensatory time except as
provided below.
(b) Immediate Famjly .
For 111ness or routine dental or medical appointments
in an employee’s immediate family, the employee tan use the
sick Teave allowance as proyided for under Sec. 4.6{f) of

up to 24 hours of agcrued sick leave per year oh mo more than

12 days per year, or the ! employee may requast fhat accrued
I

annal leave be granted __f. such illness o appointment.
1
_

11

CHANGES

3 Accrued annual teave may be granted
4 provided al) sick leave and compensatory

5 time have heon exhausted.
6 .

8 Mlows use of 24 hours of sick leaye
9 for illness or routine dental or medical

10 appointments in cwployee's imeediate family.
1L

12
13
14
15
16
17.
18
1%
20
21
2z
23
24




ATTCROANCE AMD LEAWE

CURRERT RULES PROPOSED RULES
1 6. In the event of the death of an employee who has 1 3.7 Death of Employee
Z not vsed all of his earmed annual leave, paymest fn luwp sum 2 Upan the daath of an employee who has not used alt
3 for a1l the unused portion thersof shall be made in 2 manner 3 accrved annuzl Jeave, the wnused portion shall be paid
4 that will ceuse it tp eccrue co RIS meics or estate, ! 4 1n such manner as to benelit the emolgyee's estate.
5 , _ 5
: R e o
7 _ 7
8 g
9 o | - |
10 8, A Qﬁ_&m@. wha hag éim.._ﬁa,_ been laid off, or ‘ S..w.m. Separation From Employment

11, &éimwmn_ m?: [~ __:;n_ r_ E_.a Tim 3_. mj_ 332 Hms_m ,_cw , H._ 1
12 to ZSE .@S 2_.__23 _._E..m ﬁ& _.azn days ) ﬁ_jn hins RQ.;E
BER 2 hig n_éﬂ:_" ag a_n _i* f:; __a,.._q_s_e a% with _«_5 észﬁ.

15

17
18
L
- 20
2l
22
2
24
25
26
27
e
29
k)

_5 SE&% wiho sefarates ?S emp | aymen & :;1 -__Q
12 reason shall e pafd for all accrued anmual lesve mot 3

v Z exeoed the maxd gom; Sa%éﬁ_‘ haturs For tha ,_Es_.%__,:eﬁ

, s " _a Nangth of service nim.m_ea‘ Annual leave %mm not .na:_?

_

s E ‘salary adjustments shali ngt be given, and __swgm_._n shati’’

PEE S o :. notbe made for holiduys which eccur afver the effective
. 4 . _ : date of gagarstion. arlest. dipworkat during the ustice
s 8 perlod, L

‘19

. . . . N

o .2t

_

I
21 - m . |-
22 ;

23

24
25
26
27
28
29

0 12

U hnlidays af ey s_,ann:m %2 2,
15° mmum::ca.

16 Removes referancd by tumg

CHANGES

' ,
10 o |

11 "Restricts enwzmﬂ of m_géi

120 Teave attee affect iva Hate of

13 weparation and .”_...mw,_“,l_nﬁm_ payment .ol -

- . -

17 g paymant., '
18 ,

19
{ B R "

21 , Cos ; .
22

2

24

25

26

27

bl
29
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ATTENDANCE AND LEAVE

CIRRENT RULES . PROPOSED RULES CHANGES

1 9. An employee who transfers from one agency to another 1 3.9 Transfer of Annual Leave 1 -

2 shall transfer all annual leave. 2 {a) wnen a covered enployee transfers from one agency to 2 Requires varification within 30 days.

3 3 another, all senfority rights and accrued annual leave 3 ‘

4 4 shall be transferred. The previpus employer must 4

5 5 provide written documentation of the employee's annual 5 ) ;

] 6 Teave balance to the ather agancy within thirty {30 - 6 .

7 ‘ 7 calendar days after the employee commences work. 7 .

8 8 (b) At the discretion of the appointing authority, annual ]

LN . . . 9 leaye accrued while in employment as dofined:in 9

1o 10 Saction u.ma may he _r.._.s:m?..%s to covered agency 10

: 11 enployment. L : 11 .

1z : 12 L : 12 )
B 13 . 13

14 14 : !

B 15 L 15

16 . 16 . _ : 14

17 Sec. 13. Leave Transfers 17 , - 17 ’

18 In the case of interagency transferg, all s leave, 18 _ 8

19 sick leave amd al) semiority rights w_s_;._ b tramsferred with 19 - . . x 19 : ) -

2 the employee, . 20 | 20 | . .

21 21 - 21

22 72 . &2 -

2 2 : 23 o

2 24 ) 24

25 25 _ 25

2 26 - 26

2 a1 _ 2

2 28 28

29 29 9y

» 20 13 30

*
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i
20
21
22
23
24
25
26
27

29

ATTEMIMHCE AHD LEAYE

CURREMT RIRLES

AJ Serious llness in the ‘mmediate fawily (as defined N
in Section 4, Paragraph 8b) requicing Lhe prese&nce of the 2
employes. If more than three days is required, a physician’s 3
m:wii imdicating the nacesytty of the pmployes’'s presenis a
wust be 3_2_ tn sccordance with Section 4, Paragraph é bl s 5
[ Lo S S , 6
| - f | . .
, , 7
| , 8
| . [ | .
: : 9
A ; o 10
W. o
i U o Lo TR
i : . 12
m " 13
I ' ! | , " ! .
' _ , 14
- | , "
| cob , A
| ' ! ” 16
W SR 17
| _ WW , 18
g o _ :
Sec/ 4, SMCE Lesve _ 9
1. mnmmvn ag olharwise uﬁeiaan A_z Z:w mmn:eﬁ. each 20
‘m...u_amam m:m,: be entitled to and w_;__ q_mﬁﬂ‘.m_ s_nr Teave 2
when and if needed, with full pay computed an the basis of P
0.06923 hours leave per hour paid {not to 'wxceed 40 hrs. 23
paid/week), This equates to i.%_a@ma (18) work days per ”
year or 1 1/2 days per month. .js_,é shall ba unlimited -
accomelation of sick leays, : , 2%
27
28
29

‘ _X..qo_..ﬁ_ three working days.
'l

. H ) | e
. mither, son, daughter, brother, sister, husbawd, wife,

: wmn_w,a.

FPROPUSED RILES
1,10 When $Tck Leave Exhausted
For 11lness of an employee, when the employee’s
sick leave and compensatory time are exhawsted, or for
f1lness in an employee's immediate family when the

sick leave allowance of 74 hours per year 0 no sore

Sthan 12 days per year is exhausted, an woployse who requests

utilization of anmual leave under this Section must be

granted amy or all actumulated annual leave, prowided the

enployee’s illness or the reasons necessitating the presedes’’

of tha employer with his or her family are verified by 2
Eﬁ,ﬁﬂ;: 5 statement in cases :_ which the leave axtends
The *E&éna 3_._:.1 shall

be understood to include only the employme's father,

. pother-in-law, father-in-law, ma:,l__..._;_.,:_ ﬁ_méia_.;?;x.

grandfather, e_éaucn&n,.... u..a:an_._.,:n__,m:._ ‘stepmothar, . -,
1 _ " 1 H I
mﬁmuwmcs-.. and mﬁmun:u:n.,m_._.

Sick Leave i o

a._, Accrual |

Except as o_p:.m__,:;m provided in this maﬁ_os,. sach
employes shall receive zccrued sick jeava with E..g. aed
benefits. Sick leave kn ngcnﬁ on the bagis of .gemu
hour leave _s_..:a:_, _x:.,_ not to exceed the normal work

Thare shall be wlimited accomulation of sick

week,

leave.

14

oHANGES
1
F4 Bemoyed Trom sick Teare &nd allows
3 use of all woorued annual Teave. Requires

4 vyrification bayomd 3 deys.

29
30




AND LEAVL

ATTENDANCE
CIRRENT_RULES
1 2. Sick legve, with pay, shall not be accorded to
2 employees pard on a temporary, or per diem basis, or to
3 jrregular part-tine employees.
4 3. Sick leave with pay shalt ba allowed provisional,
5 temporary ?Euc:;mm from the register) and intermittent
6 class employees on the basis of 0.06923 hours leave per houwr
7 patd - 1 1/2 dys/mo - not to exceed 40 hrs. paid/weak. Such
B lesve 1F taken must be used prier to the expiration of the
9 period of appointment. ,
10 4, Sick leave accarded regular part-Limp employees shall
11 be compubed on the hasis of a.cmemu.im?m hours pet hpur pald
12 (not to axceed 40 hrg, pald/weak) or 1 1/2 days/month,
13 :
14
15
16
1
18
14
20
21
22
23 .
24
2%
26 K
27
28
29

1 4.2 Coverage

PROPOSED RULES

2 (a) Sick leave shall not he accorded Cemporary,

3 J0-day omergency, 90-day exempt, per dlem,

4 or jrregular part-time employees,

5 (b) Provisienal, temporary (appointed:from the

6 register), and intermittent employees shall

7 accrue sick leave, Such leave expires at

8 “the terminatiopn of ?m peried of employment

9 . unless immediately followed by an m_,_u_ua.zzﬁ_:a:..

41} from the regigier.

11 (c) Regular part-fime, probationary, and permanant

12 employeed w_,__m.i accrue sfck leave with pay and

13 banefits on tha basis of 06923 hour Teava par

14 hour paid _?aa to Enﬁmﬁ_m_wu_.ﬂz {40} hours paid '
15 per week). .

18 .
17 ,
18 ;

12

20 ,

21

22 , .

23 _

24

25 :

26

27

28

20 -

CHANGES
1
2
3
4
5 " -
6
; )
3
9.
16
no
12 ’
13 For exemple, .mfamm working twenty (20)

14 hours per week shall accrue one and a half
15 days every two montis,
16
i7

18




TTERGARCE AMD LEAYE

CURREMT RULES

1 5, The minimes charge against sick Teave will be que
F4 :‘u,z_n:.:...

3

4

7 ,, 11, ._..__,r waimm g;&ﬁ@ ,,,.an_n:_mu gick Tepve wil) be LT e a Maximum_Charjte

_m 260 work %.: pr n%:j_méaﬂ at 1:% g___.m E%E:Q .
L] .éﬂxms:« mgsa SY Szﬁ%_.mﬁ_. E&za:i 1ick Tmava may

.5 g a__.ma_ga at thoe n___ua..m:c_._ 3. S_m g.m:nu.. ___3_3.

n “ It

Nu.‘. . . . s R _,__x
22 . \
23 ‘

24

25

26 )
27

28

29

30

PROPOSED RULES

1 4.3 Hinimm Charge
2 The minimum charge against sick leave may be o
3 half {1/2) hour, Additional lesve may be charged in

miltiples of a half (1/2} hour.

18 Thi _._.ui.___E charge against’ sick leave :._: be one
19 work year per ucumﬂ_:ﬁa_ :_. o@:i::aﬂm aqmmnnw aftar
mo which time the m.._:oq@m m_é::_ cansider dfsatif)ity -
,mp -,mﬁ._.ma_m._._é._ The mugi___a._;._é_ authority may at his -
2¢ .q._w_ujw_ia_: grant additional accrued sick leava,

23

24

25

26 . '

27

28

2%

R 16

CHANGES

F4 thange made Lo accommodate Lhope
3 departments whose exploywes work 37 12

4 paurs and who earn leave bazed oa 37 1/2 hours.




ATTENDAKCE AHD LEAVE

CURRLRT RULES

1 6.
2 all sick leave credited to him shall be cancelled as of his
3 last working day with the agency. [f, kowever, the employee
4 peturns to work within one (1) vear, all sick leave lost shall
be recredited, If the cuployee ruturns aftar one (1) year,
sick leave lost up to a maximum of thirty (30) days shall be
resredited,

7. Aftar a reduction In force, or leave of absence,

L=~ - - L

any unused accumulated sick leave may be reinstated 1f a

—
p=1

pemanent employee is reinstated to the agancy within a pariod

11 of ong year from date of separation.

Whan the services of an employes have been terminated,

1

-~

25
28
2
28
29
kT

PROPOSED RULES

4.6 Separation From Service
{a) Separation 4‘,8:_ employmant

AT accomylated sick leave shall be cancelled as of the
effective date of separation of employment or last day worked
during the notice period. Sick leave does not accrue, salary
adjustments shall not be given, and payment shall not be mada
for holidays which occur after the effective date of separdtion
or Jast day worked during the notice period, [f the employes
returns gwxo__._n within twelve (12) successive calendar montis
all lost sick leave shal) be restored. Howaver, if the emplayee
returns to work after more than twelve {12) successive calendar
months from his affective date of separation of wompl o,.é.maf ho
more than thirty {30) days of lost sick leave shall be restored,
(b} Leave of >um,m=nm\n&=n:n= in Force

Kfter a reduction in force or laave of absence, any unused
aceomylated sick Teave may be reinstated 1t a perwanent employee

is reinstated within a perlod of twelve {12) successive calendar

mihihs 3.2_ date of separation.

CHANGES

3 Restricts accrual and use of sick leave

4 beyond effective date of separation.
5

6

7

8

2

16

11

12 '
13

14

15

ﬂ@ iy N

17

18
19



ATTEMOARCE A LEAYE

CURRENT RULES

1 H. Sick Jeave shall be granted Lo ewploywes For the 1

2 following reasvas: 2

3 (a) Ulimess on the part of or ipjury to the ewployee, 1
4 incapacitatiag him for duty. 4

5 - 5
6 ‘ _ , 6

r o , ;
8 a
9 , 9
10 - . 10
11 1
12 : _ 2
13 _, _ L , 13
4 i , , ' o 14
15 | ‘ , 15
TR o o Fle
7ot o . 17
1w : 18
v U i K 18
20 | . ” 20
21 - ) a1
22 , 22
23 23
24 24
25 25
26 ‘ : "
27 ‘ 27
28 7
29 7
n 0

PROPUSED RULES

4.6 Gramting ,

Accrued sick leave shall be granted to employaes for
the following reasons:
(a) Niness W
Sick Teave way he mﬁ.__a.n-.,r tn the mvent of an 115mass |
of , ar ;y;_;q to, an aj.u_n_%!wﬁ which incapacitates ,_..,._! ﬁ_.i
parfomanch of his duttes, },._ ‘3@.__%.... who elects ot
to utilize; sfck Teave under thks sectitn !.__m_,” apiply.

far ¥ wedial ‘leave gf abzinch whthout pay uodur Sectiop
, _ i
g

g.2.,..

18

AL ‘ b

CHANGES

2 Allows am employee to apply for a
3 medical leave of abiance without

4 exhausting sick leave,

. .

10

TR
17
18.

20
21

é2

23

24
25
26
27
%
79
10




10
11
12

13

15
16
17
18
13
20
Z1
22
23
24
2b
28
a7
28
29
30

ATTENDANCE AND LEAVE ,

CURREHT RULES
(b) Death ia the immediate fawily of the employee,

This provision shall be understood to include 3 a&:ﬁ.

and the immediate family shall be understood te include

only the father, mother, son, daughter, brother, sister,

husband or wife, mother-in-law, father-in-law, son-in-law,

dawghter-in-law, grandmother, grandfathar, granddaughter,

grandson, stepmother, stepfather, and stepchildren,

{c) Exposure to a contagious disease and determination

by his physictan that the presence on duty of the employce
nay jmopardize the health of othars.

10
1
12
13
14
1%
18

18
14
20
z1

23
24
2k
26
27
28
29
0

PROPOSED RULES

{b) Death in the immediate family of the emp)oyee.

This provision shall be understood to include 3 days;

and the fmmediate family shall be understood te include
only the father, mother, son, daughter, brother, sister,
hushand or wife, mother-in-law,. father-in-law, son-in-law,
daughter-in-law, grandmother, grandfather, granddaughter,

grandson, stepmother, stepfather, and stepchildren,

{t) Exposure to Contagicus Disesse
Exposure ta a contagious disease when a physician
determines and states Tn writing that the employee's

presence an duty may .._m%a_.n_: ze the health of others.

19

10
il
12
13

14

16
17
18
19

‘20

21
22
23
24
2B
26
27
28

29

CHANGE S




ATTEMDANCE AMD LEAYE

QURRENT RULES

) {d) An incapacity due to pregauncy shal) be charged to
2 <ick leave undar the same conditions applying to any liness,
A pregnant employee may continue Lo work prior to delivery

A doctor's statesent

3

4 a5 tong as her doctor determines her physically abie to
E. perform the duties ,o« the position,

&

shall be furnished shawing expected date of delivery at least

7 gix weakt in advance of that date. E_nﬁos.m statement must

8 indicate approval of the cortinuamce of employment with a
_ 9. recommented. n_.a,nwm for nilw:_nmlj:n of such leave. For

10 continvance of leave past &0 .i:.ww:_.m_ days, the omployee mrst
11 furnish & doctor's stalewent verifying ‘the resson thereof,
12, Employee,shall be 323_8“3 diryy jpon presedtation of

13

written release By her. doctor. 'A1T huch 'days as determined

by n_a y:m_i;ﬁ %«ﬂ&% ﬂ_;w the @.ié@ he %Eﬁ :.S

Coee _.a; ?_. this _..w._ﬁa.sa. &iz:& m_zm: be n:iwwé_m 28 siae

22 | -
23 _ - : .
2
25
26
n
78

29
30

PROPOSED RULES

1 {d) Pregnancy

2 Ao incapacity due Lo pregmaency shall be charged to sick
3 Yewye under the saee conditions applying to any illness.

4

0

CHANGES

Requires pregrascy to ba Lreatsd Jike
any other $11ness or injury 1 coepltance
with Pregnancy Disabflity Act Public Law

95-556, 97 Stet. 2076 (1978).




ATTEMDARCE AMD LEAYE .

CURRERT RULES

T i T CHANGES,
1 {e)' Routine dental and medical appointments for 1 (e) Routine Medical Appointaents - Employec i
& treatment or examination may be charged to sick leave. 2 Rout ine a_.:.«mr and medical appointments for treatment or 2
3 3 examination of employees may be charged to sick leave. 3
1 4 (f) Routine x.m&nmw Appointments - Immediate Family : Fl
5 , 5 Absence for illness or routine dental or mdical 5
6 ’ & muuo:..ng:«w in an employee's immediate family may be & .
7 , 7 n:a.z_,ma_ to accrued sick .F._:E__ not to exceed 24 hours 7
8 8 per year to ba used on not more than 12 days per calendar 8 -
9 . 9 year. . , . LI
10 ’ : : _5 . . 10
11 1 1
12 . 12 , 12
©13 13 : 13
1" . 1 . . 14
15 A ) s | s
16 ‘ 16 _ , 16
17 17 , ?
18 18 , Y
1 : : 19 _ 19
20 R .20 ‘ , _ 20
oA o : _ 2k 21
2 o om . . 22
23 »1 | "
24 24 . 24
25 _ , 25 o ,
26 26 ) . ) 26
& 27 27
26, : . . . 28 ~> 28
2% 29 "
30 .
10 : 21 30




ATTEMOANCE AND LEAVE

CURRCHT RULES
1 9. Immediately upon return Lo wort, an esgloyae shall 1

2 furnish 4 statement from the attending physician for &

2

3 comsecutive days of sick leave granted beyond three workiog 3

4 days, except that this requiresent shall mot apply to . 3

5 Paranraph aﬁew fn this seqtion. mhis wn.ﬁ..agn,la.a_ tnehude . g

.. B detep % awgmgn and 5% state that the Wﬂ_o«ﬁn wE 6
__H_ uneble: % :2,» I the %52 o :.__m _ésnﬁ_ _u__._qﬁn;a ' ﬂm 7
LB statement, .Ef;m%a a__s: b g..%ﬁ.__ ::, wssﬁsi_,a , S

Bi] B C R
LT P T A )

__E R . o e
0 _..,E._ Aq E_e_&mm i_a _r_._sﬁ._nm_,.m 3......_ v Agancy ta o , ., 20
21 mzavsaq shall «E%_?_, &1 nwdend ig_n laave nnn:_@n '
. _ . 2
23 i 23
(o . | o
25 25
26 26
2 _ 2
28 24
29 79
» 3

) S}_am days,.

PROPOSED RULES

4.7 Physician's Statemenat

,_.Iwa:gﬂn:. upont return to work,

an employee shall

furnish & writben statement from the attending physician

far all comsecutive day

of treatment -:ﬁ stale

perform his job,

aoiual Teave shall ba charged for the entire period.

L8 ,uxﬁms%n_ periods of sick leave,

m_,..mﬂ%_ thirty (30) calesdar days,’

_,mm_nsn:mwm of the lengt
.:z... Director shall

?:a_wo be supplied by

of ET farm is &mn_.me

‘4.8 iTransfer of Stck L
(2} when @ covered
-to ancther, all seniori

msm_._ be transferred.
r.lnnm: documentatjon o

othor agency within thi

eaglayee commences work,

{b} At the discret
sick leave Accrued whil
Sectfon 3.2{b) may be t

eafl gyment.,

5 of sick leave granted beyund three

The physician's statesant shail include detes.

that ﬁ.u employee was wable to

for

a physician's statesent

A2, ,gmna;mm of expasure bo nanaum__o:_m disease mst be él:;ﬁ

I of absence.
prescritie a E:ﬂ&% s statement
m: Sﬁan_mm to its employaes. Use

dc_.__m_.% :..ﬁ: the g@m:n._... o N

i .
pave. »

ty rights and accrued sick leave
The uﬂmiqﬁ eapl oyer myst E.giam
f Lhi m*n_n Teave balance to «_.__m

rty (30} calendar days after the
|

ign of the appointing authority,
¢ 1n employment as defined in

rensferable to covered ageacy

prd

The nacessity for absence

employee transfers from one agency _

In the pbsence 2. the physician's u:ngéw

“confirmfng the necessity for continued Teave sush be méﬂn@n&,

u

in

CHANGE S

Bequires ooctor’s verificallon ot thm

end pf wach 30 calendar days.




ATTENDAMCE AHD LEAVE

10
1l
iz
‘13
<14
15
16
r7
.18
1%

CURRCNT RULES

10
11
12

13

15

16
17

18

19
29
4
22
23
24
25
26

28

o

PROPOSED RULES

4.9 Illness While on Annual Leave ,
An employec who becomes i1t and who *m,wna*mnna Lo a hospital
or has medical services performed dr an empryency rbon while on .
previgusly approved annual leave may request that all or parf of
the time spent in a hospital or emergency room be charged to
sick leave. The employee must request such action immediately
upon return to work ard wust provide a v:gw*naml.w statemant or
hospital stukement 1isting the specific dabes of somﬁ‘mm_4~5ﬁ+o=
or cnergency room services, Jick leave will be charged only
for the pariod of Lime the msliogam ts hospitalized ar in the
mamw@mmnz room.  The 1mau*=nmw of the time must be charged to

annual leave, .

23

HANGES

Requires verification within 30 days.
Authori zes changing of annual leave

to sick leave.



ATTEMOAMCE AMD LEAVL

CURRENT RULES ' PROPOSED RULES CHANGES

1 10 [f attemdance wt a funeral fyr 3 sember of the -1 ' 1

2 {mmediate fumily [Section 4, Peragraph 8b) requires more
3 than three (3) work days of sick leave, a maximum of .

4 wp to five (5) acditional wosrk days of ammeal ledve mist 4 . 4

5 b granted, . L7 e than tha five (B} aaﬁ of ) Jemve . 5o T S T ' 5. o

& is 3@59 :u u__.,_:sé s: be ﬁ the amnz_zcs 2 the . 6 ] e . . U T LT e
' N ' , v LTI __, .w. L Il ,..._._..., E . [ ,. R E ,_ ,
I >§,€;§s. R LT T S S . s
4 , - . . B ; _ _ 8 B
L v , e : 5, . _ : L e . b
11 ‘ . N 5 L v , . . | i s .
13 _ , , : ,_ . , .
e e " N . P ' ' , : \ P o ; T
. .__,. Cn ,,‘ru - ' t. N v, ~ , ‘18 ' am L .
‘ H R , L C , _r,, S Y
18", 8 . _ _ _ 18 o
19 , ol T . 18 . . _ .,m T , .19 e .
20 _ R _ 20 _ w ,
21 . Y ) a1 - : . a1 _

24




ATTERDANCE AN} LEAVE

CURRENT RULES PROPOSED RULES

bl —_— CHANGL'S
1 | Sec. 5. Suspected Leave Abuse ) 1 -
z ? When an mé__e.so appears to have a pattern of .2 Pernits agency to require verification
3 3 leava dbuse, the appointing authority may request 3 of :_zmﬂ.,?_. less than 3 days or veri-
4 4 appropriate substantiation of the ma?c.«_nn_m claim for 4 32._:3 that personal leave is being
5 . 5 leave, for example, verification of iliness of less than . g used proparly.
6 : g three days. . & : :
7 7 _ 7
8 a8 8
9 5. _ 9
10 ) 10 ! 10
11 _ 1 _ B 11
12 12 iz .
13 13 ; ; 13 ’
14 : 14 . 14
15 16 . “ 15
16 16 B 16
17 17 . i 17
1B 18 18
19 E . 19 _ 19
20 20 “ 20 A '
21 ' | ! 21
2z 22 : 2z
23 ] 23 - _ . . 28
24 : 24 _ 2
25 25 _ . 5
26 2 _ . 26
27 27 . 27
28 23 : . 24
29 . - ‘i
30 .
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it
11
12

11
14

a6
v
18
19

21 A
22
e
o
5
26
27
28

I+

L]

T e

-

"
b

_c ,aois._, Ewﬁ E Aransmi pod 7 _:E E_.,mag_ﬂ. aff - H__Edas_s_i. o

n

26
27
28

‘; __5:5 S_.a:. g:g_._e__._.a_.:% ﬁ_mm..w shall. be 5& a__:u. 1:_@_..

PROPOSED RULES
Sec, 6. Unauthor{ized Leave
When an employee is absent from work withgut
authorization for sick or anausl leave, the appointing

authority may dock the employes’s pay for an equal mount of

time peid during which ne work was perfommed. The sppainting - Sl

authority mest SIQ the Eﬂ_&g fn writing that %ﬁ; mnﬁg

ﬁ:_w 't ayer ?:m 2] _.E:Q_ :5 sES;:s_e muthority,

K]

"

gnn_f_ﬁ_‘so b éﬁ:&. palicy, 3\ 25 reagom for ava!._ﬂa, Mm;.nsk,

, ST

.- . - .. . . - . BRI

76

2

e -

22

23
24
25
76
27

.

CHANGE S

Rewulres weitten notification be
given to the employge when the ewployes's
piy® 15 docked dus to unauthorized leavs,

.
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CURRENT RULES

Sec. % Overtime Hork and Holiday Work

An authorized mmmm&. supervisor or administrator nay
require an ,szS_mc to work in excess of the prescribved
working fiours or on holidays when sech work s geemed
necessary., CGompensation for overtime work shall be made in
m,nn.:du:ne with *.mamﬂm__ and State Labor Laws. Such ¢ompersa-
tion m_a__.._.am in the form of: ¢ompensatory time on.
ra.:;,??:o:., basis; mi_\,n:. straight w__,_a.m _ue.nm:w, mw the
requtalr hourly rate; amd/or payment at the rate of ané and
ona-hal f, tines the .reqular _E.E.:\ rate, niﬁmammno,_,u. tima
cannpt _mnocsz?am .:. EXCE5S &n 40 hours during any calendar
year without the approval ,o_,, tho Agercy Head, An employes
who ragigas a_.._.:; bean _uma_;aﬂ%.m:m: be paid for all

accumilated and not used, L

10
11
12
13
14
15
16
17

19
0
21

23
24
25
26
27
28
29
0

PROPOSED RULES

Sec, 7. Overtime Work and Holiday Work

&n appointing authprity or his designated repre-
sentative may q.mﬁ,z re an employec to work in excess of
the prescribed zc”qw.__._a hours or an holidays when such work
is deemed necessary to the public ;Sﬂmm.ﬁ. Compansation
for holidays worked will be efthar pay at the employee's
regular rate or an equivalent amount of compensatory time
of f to be taken af duch times as il nat materially
affect the agency’s efficlent operation. The employee
must requast such time of f in advance of taking such teave
except as noted elsewhera in this Article. Compensation
for overtime work shall be made [n accordance with the
Minimum Wage and Maximum Hour Standards Employse Law,
n_,aﬁﬁm_.. 21, Article BC, West Virginia Code, as amended,
and thie West Virginia cmu!.:_ﬁ;m of Labior Admintstrative
zmag_s:a_._m. Section B of this Article shall not be
construed to modify the shove cited law and regulations,
Compansatory time cannol accumulate Tn excass of A0 hours

during any calendar year without approval of the appeinting

] ,
authority. An employew who separates from service ghall be

paid for all wnused accrued componsatory time.

27

10
1i
12
13
14
15
18
17
18
19
20
z1
22
23
24
25
26
27
28
29
30

CHANGES

Charifies pver-time to be 1n accordance

with state labor laws.
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ATTENDAMCE AMD LEAYE

CURRENT RULES
1 Sec. 8. Leave of Absence Without Pay

2 1. A parmanent or probationary weployee upon application

3 in writing to and uponm written approval of the Appotnting

4 Mythority may be granted & coatinuous Jeave of absence without

5. pay for a peripd of :__! ot 1p excesd one year _Eui_u__n“.
& {a) n_.__a omployea's sﬁnc!._anea a,z;_s_ legve has e

». exhausted; {b) his oﬁlﬁ?:SQ pvertise Has been EE:&&
B E._.,._ {c} if uZ:.nmn_ on e_nnc_._:n of i11nessy his monual, sick
) Teava and niﬁ_.m_.__mng_.q S.ﬁ :.ﬁé bean ex;a:,..«s_. :_ cass
_o .:H laave of mama___ﬁa 3_. prrabat lonary s_.ﬁaug? E..e_._ _2.5
: u_g_,: .._3 bes+ .He__m_ué_ma a5 ng st 1o _a_u.é?_ié ﬁ_%
__N E‘QEZQSQ ?12. o
13 o -
1 , o

i I

5

VA P -
o -
E,:. _m IR
2 . ; ,
n _
22

23

24

25

26

27

28

23
30

2

10

118

12

B E!

15
16
%)
18
1%
20

22

pay ::. a mﬁnu:n vm_..aﬁ_ of time z..;m._ :n.._g.ju ME.:_E riot,

FROPOSED RULES

Sec. 8. Leave of Absence Without Pay
I
8.1 Persondl Leave
Upan application la writing to and written approval of the

sppointing authority, & permanent, probativnary, or provisional

mployee may be granted o contfrwous leave of absence without

mxn@_ﬁ one year. A Eza of .aam;na wibhoul Ec. may exceed

 the ﬁn_,_.ai a__.__s year Timitation and may he granted ab the

disgretion of the %ES:% 3?2._@ tased op the depart-
E_,.« 5 persoanel ageds. :_2 %._3 by ___.ngc«;_é n._ﬁ_eﬁg
for tewws of absence ‘mw_: ¥ not b ng___,mna_aa as time sdrved

in nE___ﬁEE ng the . Eagioﬁ_mae?lﬁn. ,_,,___..w_a mm_niés shal 1.

ot be cunstrued b ectond g,m Eﬁi ﬁg_.,z EZS 4_..43:6_?‘,

78

CHANGES
i
2
3 Leave without pay may exceed pne ywar,
a Al acoumwlated annual Tesve amd aiE:mmSJ,
5 bime veed =3 b mn__,__._zag 33_ B ”_,_:g wrf

6 Whsonge without guy. -

29
10




ATTEHDANCE AND LEAVE .

CURRENT RULFES

2. An dnjured or 111 permanent employee shall upon
written appligation t¢ the :wui:ié Authority be m__,a_:ﬁ_
a continuous leave of absence without pay not nc oxceed $ix
menths provided:

,.?.U Application is made within 30 calendar days of the
axpiration of all leave. .
(b} A1 __ annual, n@pmaﬂ.,ﬁaﬁq tima and sick leava ,
have been mi_mcm:a.

?w His jabsence is n:_m to aft flinesy or mac_.v. which
1s <m122_ by a 2@23% a8 w.zm<m=2:m hin _:.as parforming
nis dut es.

(d) The disahilfty is not ©f such a pature as to render

Lhe euplayes unable «9.31"2._._ hig ..,E,me permanently, a3

verified by a physician, v R

i

PROPOSED RULES

8.2 Hedica) Leave; Notice to Eaployee

{2} An fnjured or 111 permanent, employee upon written

{b

&%:n,m.ic: to the appainting authority shall

be granted a continuous medical leave of absedce

‘without pay not to exceed stx (6) months within

a twelve month periad provided:

—

1. The employee makes application {1} mo later
than l#am:.ﬁﬂ calendar days following the
@G_.Emio: o_,..g: stck leave and ng_uasmmwoﬁ
time or {2) no later than fiftean (18) ¢alendar
days follawing the date on shich the Q.__v_.ﬁém_
filed a claim for _:nwwsmz.m,nﬁu_msman*cs or .
{3) within fifteen’ (15} calendar days after
the employee 15 injured or :f and _
"The Sa_o«mm.m Smeunm is %_m to an ::Emm 2.
:...?Q which is 3123 3. a physician's )
written statement | rsn the _E._:E..mm is unable
to 3333 his or ;Jm_. .E_:Z Eﬁ Ei:m a
nm_._«mES”. date, 3.L the E_Eokmm m ..35.: to.

Cd
work;-jand Co

) _.._a.w»n.::._m mnan,m_._m_:n is submitied every thirty

(30} dalendar day 3 nE.:_;_ azm :mnmmﬂnw. for

tantifjued leave; m:a ;
The &fs:c as ézzm_ by a 352% is not.
o of m_ﬁ: ‘nature as ,S render the empl &mw _ﬁ:..a:-
' o:«_w. unabla to S_.wo:.._ his duties. _

4_5 appointing mczalﬁu shatl, at least 1% _naa
prior to, if possible, but no EST than at the
QE?ZE of the employee's sick leave, mafl to

25. employee a written notice of the employee's
29
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o

16
1

—_

BE:

13

‘14

15
18

18
19
20

22
23
24
25
26
27
P
29
30

prior to exhausting ell sick leava.

CHANGES

Annual leave does not have to be
exhausted for medical Jeave of absence
without pay. An employee may exhaust
#ctrued annual leave before amf.._a
nu_ulnmﬁaz for medical dmmcm._.cﬂ i&..
retain part or all of wnnéua ..m.:j_._.:_
leave ConsTstent witit Tength of service
category until 2;?.: £D %Q.“

Al Jows an guu_%mm to m__%:\ for a
medicel leave of ugm:"om without pay
Requires doctor's veritication avary

30 calendsr. dnyE. -
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1
2

3

27
28
e
30

PROPOSED RULES

right to a medical leava of sbsance withoul pay aod
that the Teave will nol be granted 11 the ewp)oyme
fails to apply within the sbove times Tiwits.

kit

nzhxmm.lm.
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CURRENT RULES

3. At the mxu_.z_z_.u: of leave of absence without pay,

the employee shall be reinstated o his _?_.___E..eam;‘.c_._ or
one of comparable pay and dutfes without lgss of rights
unless the position is no longer available due to a reduction
in force caused by curtailment of funds, If the leave of
absente without pay was granted due to tliness, the employew
must furaish a certificate from the attpnding physician
indicating the ability of the employee to return to work,
Failure of the employee to :.._us_.m procptly at the mxu:.,m:.o_:
of & leave of absence withpul pay, excapt for satisfactory

reasons submitted in advance, shall be cauge For termination.

LN

5

PROPDSED RULES

8.3 tnd of Leave

At the expiration of leave of absence without pay, the
employae shall be reinstated te his or her former position, or
one of comparable pay and dutiaes, without loss of rights,
unloss the position is no longer available duc to a reduction
In force caused by curtailment of funds. IFf the leave of
absence without pay was granted for iilness, the employea
nust furaish from the attending physician a nm_i_;nu,nm
inticating the ability of the tmployee to return to work,
The appointing authority may parmit an @6__36@ to return
to work at or befora tha expiration of the leave of abseénce
at Tess :.::,.. ?_,_ duty, but the terms of return shall ba
writtan and are subjact to review and ranewal every thirty (30)
calendar days. Failurg of the miployee to report promptly at
the ,mxu:.a:oa of a leave of absence without pay, except for
satisfactory reasons submittsd in advance to the appotnting

autherity, shall be cause for dismissal,

3

™~

il
12
13
14
15
16
17
18
19

20

2l
22
43
24
25
26
27
28

N

CHANGES

Makes accommodation for return
to Hmm.m thati full duty,

Clarifies that an employoe mast be
dismissed rather than terminated f
eaployee fails to retura fran leave

of absence.
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10

11

13

U

15

16
17
18
1%

|20
21
[l
23
24
4
26
27
28
9

CURREAT RULES |

—.N . . . ,v N _.
i .

BT

PRIPOSED RULES

1 8.4 Reporting Procedures

2 The appointing authority sust report a leave of absence
3 withowt pay to the Director of Personnel, The appropriate
& forms sust inglude the last date om the E....,a: and the

5 mpaciFtc amtigipated date for returs to duty, M extepston

6 n_,an _ﬁw«é nf absemce __,..;.ﬂ %..w_o, _a_" ,E@.&i.

7

B . I a

.. [ . A ___L”. o

1y

15

81
18

12 '

a1 . , L
22 .

b

24

25

28

V21

78

3z

CHARGES

.

2 Hequires specific date of raturp.

3 .to ba submitted to Civil Service at time

4 of granting laave.

5 |
6 .

R
a:

I

.S, L

n o !
:,.,w ., .
13

20

z1

22
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2
25
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ARTTENDANCE AND LEAVE

CURRENT RULES ) ’ FROPOSED RULES - CHANGES

1 Sec, 7. HMilitary Leave o 1 Sec. 9. Military Leave , 1

Z 1. AN emplgyees whe are members of the National Geard 2 (a) Al employees who are sembers of the Natfonal Guard ? State and federal laws m_,:w heing

u. ar of any of the Resgrve ng__uo:m:ﬁw of the Armed Forces of the 3 or of any of the Reserve nns_cc:ﬂ:nm ‘of the >2,_ma__ Forces of the -3 made consistent, fn bmployoe :.,mma

4 Federal Government. shall be entitled to leave of absence 4 Federal Governaant shall be entitled to leave of absance 4 ot exhaust all annual leave, sick

5 from duty wi :::_n loss of pay, wg?m ar efficiency Eﬁ:a. 5 froa duty without loss of pay, status, er effictency _.mﬁ,:.m. 5 leave, or conpansatory tfme,

a. on all a&:«. during tinr they mw_m: qm engaged in drills _ 6 an a1} days during which they shall be engaged inldrills , ' ., & .A.. N _

! o parades during business hours ordered by proper 25912.. q or parades during business hours ordared by proper authori ty, 7

8 or for field training or active service for a maximun - s or for fleld trafning or active service for a maximum . B

§ period of thirty calendar days in any. _.\5... catendar year .w perfod of thirty calendar %«m in any opne calendar year ,W 9

10 ordered or authorized by proper m:azaﬂwnu. The term “without _c_, ordered or m._nso_.:mn_ by Ecue__. authority, The term z;n:ozﬂ 10

1 uammw of pay* shall mean that the employee shall continue to 1 less of pay* snall mean that the employee shall continue to , 11

12 receive his normal salary or ng_um,.._mwtc:_ natwithstanding the Hmw receiya his normal salary or compensation, notwithstanding the S ¥ .
13 fact' that such employee may have receivad othar compensation ; fact that such employee may have _,mnm?mn_m othar compensation 13 ’

14 during the same perfod.  Furthermore, such leave: _ 14 during the same period, An 5_38.3 need not exhaust all 14

15 of %mmzom shall be cunsidered.as time worked for the . . 15| anaual leave, sidk leave, or .ng_nm:mmno_.u,. timg. _H:_.ﬁ:m.ﬂamm. Hm.

I8 agency in Bac:::u saniority, m:ﬂ_u::& far increase _mwm:n: Teave of absence shali be oainm_.mn__ as Z_% worked for . T )

17 and gxperience with thé agency, .ﬂ.?m S?,__a of this ) S 17 the agency in naa_u._._n;m_ sanfority, €} 1gibility 3_.. increate u

18 Uu?@ﬁmms shalt rat apply g;nmﬁ _,n:m _u__.aiwwo:m of any ' 18 ;.:5 experience with the agency, The nm:-_w of thia 18

:_, mmﬂmniﬁ Training .5_; Sarvige mﬁ or a:..m... such act ! N, 19. u_a_Em:_wz_ shall =_3 %2% :..:_3 the E.oifo:m of any 19 .

20 lsf.mg\ the _uwem_n_msk may o__.n_m_.. *:ﬁo mnﬁ._zw 9_3. tie : . v20 ,m@;onn? q_ii:ﬁ and wm:inm_ act, or ouxm__. such act L . v
”mw zi_gi Guard and :E _xmwm..., B .ni%osm:n& a_, .ﬁrm.»qsma _ 21 ,sgm_.ma.f. LE E,mﬂﬁ_w_: smw order into mmﬁ?o.a:s\ the _. 21 _ ,
2 Fordes of the Federal Goverppent, 4n employae) shatt ve' 2z ,zg_zoi Guard and the Reserve ngug%& of the Armed 22 _ W
a nmﬁ::_.i_ a_u slibmit an arder ar wnaﬁmsm:.“ fmwriting from the 23 mn_.nmm of! 25, Fedotal m%ﬂés@:n._ An _wgio%ma m_.s__ be : 23
u &E%EES nilitary i:nn__.,,; m:_ao_,n of tha reqiest woa 24 23.3 red to submii an c_.n_E, 2, statement {0 writing ‘from the _ 24 ,
28 a:.SJ. Tgave above referred to. S 25 m_un_.%.,r;m arilitary i;an, in r_v_uo..n of 3.5 zx_zm,n for . 25

N.@ C o My E_Eﬁzm.c E._ﬂm_.:..m .;5 U.5., armed mm_.inmm :., 26 ,s: tary Em;_m aboye _,mmm:,mﬁ_ 8._ S : _ 26

a time of war, :g,Zazs_ emErgenty E. undar compulsory Nw ,U, L (b)Y Any emp] oyee Snal:m_ ﬁ_& 1.5, m;aa seryices in : 27

8 _u_.ﬂ_iiazu oa law of ‘the U5, in ttne of peace mist be .mm iam of war, national QFSE&. a.. S_%w Eompulsory 28

29 grented a leave of absenge From .:m"“mm..,,:n_m with the 79 proyisions of law of the c.m. in time cq peace must be Sy

sgency and, Wpon conpletion of and dfscharge: frun any ) granted a leave of absence from his service with the .

33




ATTEMOANCE AMO LEAYE

CURREMY RULES

1 sich armed serelces, shall have the right to resssume his
. 2 service t_w.: the agency without any prejudice shatspever

T po his status, merit rating or standing by reason of such

4 gbsence, in ageordance with Article X1, Section 8-2 of the
_ min,.:: service Rules and gzi__:ﬂ_ﬁ. Employees shall be

m _credited .:Z.. s: u_:.::: Tpave, stek :;3. and niﬁm:m?

T tory 3.; not ﬁﬁ_ at the ﬁiuanis,ﬂ of :: I:QJ

8 leave, in accordance with 3:% X1, Saction 81 of the '
.9 n:: Service Rules and ?@:?239. This paragraph
_o shatl aot _uw na;a?:@a. , L , .

n - (a) As"an 3032” to msr.ém o 1o 2:_& the Ea_as

12 .mcw employment of any temporafy EE 8&,_0 oy wa.,n.n.m.s_ns“,?
A3 aﬁ,:;g ‘Lo zsm_.ﬁ 0 %2..;? g;. x:n

1716 mﬁg_&._ %_s ¥ _caané_aa t ba sﬁﬁ_ éq té_mai%sn, 5&2% .

174w u._s,\ _xlaézé ga ﬁ_;m;m_i his Eﬁsez ig.. the. @53 .

18 bacause of Eﬁg mwat_ga wi n:.«___,n .,%g_ _qa_.gu 3 _p_.__a Unf ted

Emg_‘hm._i.‘,_‘.. ,“
00 T <

21

22 - , N )
23 ot
,m__

78

26

27

i

+ 9 Employees ugm: _nwma:mn with all a::...i leaye,
10 sfck leave, and compensatory time _Sw used wn the
111 commencement of ftfis military leave in »nn.uan:_nn with

1 12_Article XL, Sectigh 8-3 of the Civil Servige Rules ”

’ %pu,‘,siwméimﬂgw. This Eq.nm,__é_us shatl nat be

4 ‘vcﬁ:_% _E%SFS wx_mn& , R

15T o) a peoifing &: the salary puti by e < L
;m‘am ewp} oyment off any tesporary: emplopee o to %33 -

17 definite term ;:m% o %:..:S term with -.mmvm%n to the

-19 {d) As 22:__:5 that the salary patd by :s

PROPOSED RULES

'} agency. Upon completfon of and gischarge from amy Such

2 armed services and ...:_1_= the applicable time pariod

3 described by federal statute, rule, requlation reganding

4 return to employment, the employee shall have the pight to
5 reatsume his service with the agemcy without any prajudice ,
6 whathoever to his status, merit rating or Sa,izaa by

"7 reason af such ,gwm_mznm. in sccordance 55@.12«._@ i1,

8 Section B-2 of Q_a Civil Sarvice Rules and xgc_mﬂn_._m.

14 construed: : " \
. i

16 {c} As -an attempt to m:?..m_m or' ko ﬁn_ﬂm_ﬂ_ t:. ﬁm_,_m_g

h

]
;m wo,m:_oa :mgnaqo:_m existed, , ”

. I
20 Sm:& shall Ssi.__% to. g_m uin wn_n:m QEB._NEB.: “,7
21 15 not. Elaasa the dutissiof his’ Eﬂ:a: 5;. tha. %S
mm becayse of such mn};nmm with the mgﬁ_ _.o_ﬁmm 3_ the _.__.._._Sn
23 M_s:;. | _7
24 1 {e) To the mx_nm:w that any _uo..ﬁoz c_u_ﬂ_:m ﬁnga:

258 is Eae:nwmnma« ::: or conflicts :ﬁn_.. E.s .,Bc.,1gm5nm
26 of any awu:nnc_m _ﬂ_%;_ statute, rule, or _.n@i,wins i
27 regarding ::z_,a.u. Teave or ?;,SESE% rights, the |
8. __.ﬂe.;ﬂﬂ_:,m of the applicable federal stajute, 3:,m, or

M regulaticon shall gavarn only te the extent. that this

section is inconsistent or in conflict with such federdl
34
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CURREHT RULES

4 Set, B. Court and Jury Leave

5 Upan appl tcation 1n writing, an employap shal I.be o
& granted laave z.__m:., in ohedience to a subpoena or direction
T by proper authority he appears as a witheas or servos upoh
8 a jury. He shall he entitled to ledve of .aw.mm:n@ with pay
9 for _2.9 duty and 2,:‘ such period of required absenca,

10 Annual leave witl not be charyud,

“Sec. 10, Court, Jury, and learing Leave

' PROPOSED RULES

statute, rule, or regulation,

Upon application in wriking, m_.,. employee shall be granted
laave With pay when, 10 obediedce Lo a subpoena gr dfrection
by proper authority, ha, serves upon a .#h_c. o appears as a
witness before any court or judge, any imim;:é committee,
or any of ficer, hoard, or body author] zed 3,. law to conduct any
:ﬁl:.m ar r_aE,J... . :

The empinyes m.“._m:, .?__.:_.ﬁ.__ such ...,123 confirmation of
absence as is required by the appointing authority, The 3_332

shall ba entttled to a leave of absence with pay for the period-

of absence required to perform such duby, Awnual leave will

not be harged during the time the ewployes is q,: court, jury,

of ___mml._._,e leave,

28
a7
24

ChANstS

Requires written veriFication,




I

13 am_gw bie _.Ei_é_ am nuu?a 3_. m_: ?ﬁ.: sz__im.saga.

15 who sheti maké thom w__i,_s_:m S %.m Z._am_. SE_&S.

ATTEMDANCE AND LEAVE

CURRENT RULES

1 sec., 9 Educational Leave .

An agency which subsidizes _.n..a...nmn”mn:n.:c_:.a_ tralning
for state employees may grant sducational Jeave to an esplayae
selected Far such trajming subject to conditions stipulated
by the agescy concerngd. Such Teave shatl be considersd ra
cont fauous employment, except that E_-Eoe.g,mm while on .

7 aducations) lesve shall not sccrue &_n_w.” anoal leave ;_..a_..,._:
B ﬁﬁggpmﬁo&. time, nor shall such employeas be eligibla for
9 2?.4 jngreases except when a new r..__i..._,:s ,E_;Q 5

10 established for the particular position title.

11 - Sme. 30- ,wznt_mamana_..._ Requlations _ s

Each agency. shall propare. w%iﬁsﬂa . ama::ﬂa?

q_ﬂ ?EQEE

12 112 :c?ms_ﬂa:& by Hgmay | | SRR

S

PROPOSED RULES

1 sec. 11. Educational Leave , 1
2 11.1 Subsidized by Agency 2
3 An agency subsidizing advanced edutational training ) 3
4 for state ewplayees may grant to selected employees educational . 4
§ leave fubject to canditlons uﬂ,n:;n!.éu that sm__u_._nk T - 5
b grocedures for E.&_Z:a edugationa) rmuﬁ u_.ﬁ niﬂ_m;zgq L &
7 "__zu..:m:n shalt be filed with the _u.:..m.nnE. of vm&gmf Such .. R 7 )
8 leave shall ba constdered ag comtinupus employment., except 8
9 that %__c%mm while on educational __Wa!.a. shall ot mecrue “ C ]
10 sick Aeave, anwual lTeave, F compensatory n,wsf o shaikl ﬁ.,;.__m__._,, .‘ .10
11 wBBB.A_mam be eliglile for salary &L:nmuﬁzn? : S 1

13 E.:a 2 dbsence 2y be %.m;nma 3_, Eqﬁigg PUCPasEs, - 13

L7 T4 Sed mmﬂi_ga;. . : __ Co x o SRR T
o _mtmmn. :N. E%H%:SJ. >§m=aa=2 Ea _.E:m _Em_;:nszm . . _Hm -
SR (] mg& gam;& m_:_: E.swg i 16
T iy _um cﬁc_a:a Capiey of alt En_ﬁ __,m%:i.e_z.m whall be o .o

: ,H@ filed with the S.__.nﬁ_wc_. of Parsonne] for approval . The : : 18

;E. aﬁ_.mng._, & %_u._nasi must be otaiped befure. the _.E_E;z%m B ,. 9

20 fake, nzfn_n. Tie Director. %.u: n_%a wake Q_EE of Eﬁ : S 20
“.__.3_5.“_2%“ aval I ble. to ga atwer ém:i P A L2

2¢ - ' _ i . 22

2 - o _ ‘ . . ‘ 23

24 _ - .‘ 4 24

25 | - 28

26 _ | 6

27 ' ' B N.N
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\TTENRANCE AND LEAYE
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CURRENT RULES

Sac. 11. Distribution of Regulations

Each agency shall make aviilable
emplayees @ copy of these regulatfans
agency's own Supplementary Attendance

$ac. 12, Lleave Records

to each of its
together with the

and Leave Regulabions,

A leave racord shall be malntained for each employee

which shall reveal at all times accrued leave as well as

leave that has been used.

10
11
12
13
14

16
17
18
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25
26
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26
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PROPOSED RULES

Sec. 13, Distribution of Regulations

Each agency shall make available to each of its msio‘,.m:w
a copy of these attendance and leave ammim:.o:m tanether with
the agency's own supplementary attendance and Jeave 3@...32::?
$ec. 14, Leave Records

Each agency shall maintain a current leave record of
its employees’ accried and used leave, Each enployee shall
have access to his or her :_2_.5 records subjact to the

apprepriate agency's mmgw:ws& rudles and regutations.

37
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CURRENT RULES

ARTICLE Xv! p :
PROMIBITION OF DISCRIMIMATION AND POLITICAL ACTIVITIES
Sec, 3. Penalty for Discrimination and Politfcal
Activities ! ,
l. Any officer or employee in the state service who
viglates any of the foregoing provisions of this
saection shall farfeit his offfce or position, and for

ene year shall be ineligible for any office or

pasition in the state service,

. PROPOSED RULES

ARYICLE XXIT
DUTIES OF STATE UFFICERS; LEGAL PROCEEDINGS TO SECURE
COMPLIANCE; PEMALTIES
Sec. 1. Duties of State Officers

Pursuant to Chapter 29, Article 6, Section 12 of
the Code, all state officers and employees shall comply
with and aid 1n all proper ways in carrylng out the
provisions of this article and the rules, regulations,
and erders thereunder. All offfcers and employees shall

furpish any racords or information which the Director or

the Commission may request for any purpose of this articie.

Sec. 2. Legal Proceedings to Secure Compliance
Pursuant to Chapter 29, Article 6, Section 12 of
the Code, the Director may institute and maintain any

action or procesding at law gr in equity with what

he considers necessary or appropriate {o securs compliance

with this article and the rules and orders thereundsr.
Sec. 3. Penaltfes

The Civil Sarvica Comsission adopts as its policy
by rafaranca therato the provisions of Chapter 79,
Article 6, Section 22(b) n:n_jm__ enforce the policy
accordingly. ,

1
12
1
14
15
16
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CHANGES

The current Rules do net accurately
refiect the intent of the Code.

The proposed Article X811 places the
actual wording of the law into the

Rules.



. Co
CURRENT RULES PROPOSED RULES CHANGES
1 APPENDIX F 1 !
2 STATE PERSONNEL GRIEVANCE PROCEBURE ? 2
3 Authority 3 , 3
4 The provisions of this part are based on the authority 4 . 3
5 contained In Article Il of the Civit Service Rules and 5 ” 6
6 Regulations which is cited as follows: Section 2, Paragraph 6 &
7 4 (5) , 7 W , 7
8 "To foster and develop, in caoperatign 8 ] . 8 -
9 with appointing autharities and others, 9 : 9
U] programs for the Eumoﬁaﬁ:w of employee 10 W 10
1 effectiveness, including training, 11 , 11
12 safety, health, counseling and welfare,” 12 , 12
13 HATURE OF BRIEVANCE 13 ” ’ + 13
14 In any organization it may be expected that conditions 14 7 . 14
16 leading to dissatisfaction and wisundersiandings may arise I5 | 15
16 aaong empl a.&.a_mm. when employezes believe they have been 16 m 16
17 treated uafelrly, thetr attitude and their work may be 17 . ” . 17 .
18 affected, Through the establishment of a grimvance 18 ) , 18
19 _é_nm%__,m such as outlined in this part, your agenty is ’ 19 W 19
20 provided A means to resolye thasa problems so employee 20 W , 20
21 morala and m:_n.*mas‘ may be maintained at the highest 21 ﬁ , 21
22 level possible. oy W 77
23, 23 | 23
28 24 W 24
&mw 25 26
26 26 . 2%
21 , 27 21
2 28 , 28
2 79 2
30 1
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GRIEYAMCE PROCEMMRE

CURRENT RULES PROPOSED RULES CHANGES

i APPLICABILITY 1! . 1

2z A grievance procedure represgnts 2 msthod for deter- 2 2

3 mining the specific cause of & grievance and for resolving, 3 . 3

4 in an Informal, hursgnious atscsphace, ewgloyss complelnts 4

5 and grievames rasulting from day-tg-day relatioaship , 5

6 betwsan an employee and his employer. A}l grievances and g \ . wm N

\ u_mng:._:nm are to be plrocassed through this mgency S “ O . . N ' .o ,
a,.aln.aanm procedure with the exceptions noted below, , . _ ' , mm ’

g The exceptions to this rule are cavered in Article XI1 m. L o _ww , , oL
S,_ of the rules and requlations of the Ciy)] Bervice System; Hn;, o C S_ . ) ,
‘11 these are generally matters for which time limits of rather ° ,.:W ) P - o HH_ S :

_ 12 short duration have been prescribed which would wake it , ;Nm ; . . o , ML | B .
h 13 1mpractica) o attempt resolutfon at all steps of the m._.:_,_ o .. .4,; L e ..‘”, oot wum_ C B , -
- 14 grievancé procedure prior to axgiration of the time limits, . :_ . L o ) : o . : L n_-_w, : . -
i 15 By witual consent between the. aggrieved ewployee and an N HL. e . I b BRI i f - ﬁ. CA LT ﬁm_ o : S g .
N ‘.S‘,_,.r_,_..galnmn agency ._.mu_,mmﬁ._gi_‘.n. any and g:. mwmﬁm In the .E% e _. Ce L | ; ) | . ,_‘.._E_ o , ) , _ _ , )
BEY nhm_n.%q grievance procadure may ba bypassed (beginning with 7t . ” . o . , o , . an
_‘:w”.:.m_m 'firse uwS,, and grogresting upward Tn pumerical sequange ), -m_ . , o | . o _mm i , ,_, v

14 mx,_ Bpt that such consent shall be mandataey whare aa obvious E,w, , . : o , E_H g
20 canflict with the Civi] Servics System rules and rewlations w R | o : o :

21 i&n otherwise exist, . ._ , mm . ot NH_. . . |
w | DEFIMITIONS ,, ow | . o 27 | | _, k

. 23 - As used in connection with this Grievance Progadura, 23 | _ . mw,
o the following words and terms shali have the e i ngs .ma, . 24

2% indicated: 75 , N.,ew
| 26 (1) “Apandorment of Grievance® means the voluntary failure 26 : " . 26
_ a7 of an employss to pursue his grievamce through bhe 27 , 27
" 28 Grinvance Procedurk. . 28 »

“ 29 29
30 30 2 3n
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(3)

(4
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(1)

CURRENT RULES
"Affidavit® weans a signed and sworn statement offered

for tonsideration in connection with a Grievance

Procedure hearing,

“Appeal” means a request by a ¢lassified employee for
consideration of a situation by the Civil Service
Commission, in 1:3 the employee feals the Civil
Seryice Rules and Reguiations have been violated.
*Appointing Authority™ means the agency, department,
board, or commission, and the officers and employees
thereef authorized by statute or by lawfully

delegated authority to make appointments to positions

.in the State service.

"Books" means pamphlets or bound yolumes which are not

held to he confidential by State statute, public law,

or Constitutfonal law.

“Cangelidation® means the nﬁiﬂ_in_a of twn o-...s..m
grievances involving the same controversy for purpeses
of a joint 3313.

..mﬂam_.m,m:_a;m_faz. means the a.:.mm:ai:m_.oﬂm zj:mmm
by ; gé_..mm 12..5. _:S,_.. r__m &_.E..a E.ai:ﬁ?: iw. the

party ¢alling ,”:5. Lo o .

.6&.%.. 2 ANS aw,_g%_. &.«.mmc_,ﬂ_m_m? wﬂ_mwnmua. ,Ramq.m
on_..m_.,:_ﬂmm m__mﬁv_z.wn. P . _, ,
“Employee® means any person L_mem._:‘ appofnted to and
serying in a phsition in the State m@m:ﬁk with :Euns a
griavance is filed, A

"Employer” means the appointing authority for the State
agency in which the employee who files a grievance

through the Grievance Procedure is omployed.

PROPOSED RULES
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EVACE

1 {1}

(12)

{13)

c:

" reference to a congition of emplaymant.

) specifically upderstood that any matters govarned

PROCEDURE
CURRENT RULES PROPOSED RINES I

"Emplayee Group® means an affiliated group mude up 1 \

of employers of the Stale agency with which & grievance m“ 2 ﬁ

i1 filed. N )

“Exmmination” means the questioaing of a witness durieg 4 .

-« Grievance Procedure hearing. 5 ) 6

“[x-parte Statewsnt™ weans a written statesent made m_ m . .
by one person, offersd for consideration in connectioh . .. o). i . : ) _ u\ . ) ;

with & Grievance Procedure hearing. | mw . . m:, ) : .
*Griavance”™ shall be definad as 2 dispute or disagree- o) i )

wanl raised by an e%._&i_a against his supervitor B _E_ , .S_ oo B _
or the department 33?_5@ the interpretation or o :_ 8 ' _ . , .:_ .

application of agency pelicies and practices or 12 ) L ﬁm‘m“

It is oy s

,_ .,E. Civil Service rules or statutory provisfons shall - 18 h ! , . T s A ,

L 16 ... not be conpidered grievances and subject to the - ‘ . o % . ’ m C
7! mlaeazau Procedurs. Hor shall any disciplinary 322& o T . . . , - ) , o . _,_ RO , 17 ’ , T ' "
18 which way be appealed directly o the Chvil Service . 18l - - e .Wmm,. .

19 System be considered grievamces and subject to the 1% _ , Sm _

20 . Grigvance Procedure, .mam, ' oo o “ g
21 Cmv "Grievance :El:ﬁ m2ans a :anl:m conducted E. a NH“ _ ,_m—_: .

72 section, givision, or unit head; by & personnel Nmm : . o , ”mm"

23 officar or ather representative of an appeinting 23, . . mu_

24 authority; or by a hearing board; at which any N,L ' o8

25 eaployae may have a reasongble opportunity to be 25 25,

26 . heard in accordance with the provisions of c..ﬁ,_;_‘n. mm“ ” ) 26

27 {16) "Grieyence Procedure" means the procedure prescribed 27 a7

28 in this Part for the processing of employes grievamces. 28 o8

z8 29 2

30 30 : s 30




SYANCE PROCEDURE

1
2
.u.

E LR - -
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()

(18)

{19)

(20)

{21)

(22

(@)

(24)

(25)

CURRENT RULES
“Joint Hearing" means a uniting of one or more
gricvances involving similar or related circumstances
for the purpose of hearlng.
“Jurisdiction” means the right to make decisiens
concerning the subject matter in a given case,
“Notice* means advance notification to all parties
involved in a Grievance Procedure hearing, setting
forth the date, time, and place of the hearing.
*Papers" means dpcuwents and writings which are not
held to be confidential by 5tate statute, pubiic law,
ar Constitutional law.
"Recgrds” means om«‘ndn__amaoﬂnm of w:m State which
arg not held to be confidential by State statute,

public law, or Consitutional law.

'Representative” means a person authorized by an
aggrieved employee to represent him in the processing
of a grievance,

"Raprisal” means an act of petaliation taken against

an employee bacause he utilized the msﬁe<n=mm Procedure,
rsiasnnsz. means to recall or retiact a-grievance from
cansideration under the Grievance Procedure,

“Witnass* means one who sees, or atherwise hag
personal x:mt_mnas of, anything relevant to the subjact
matter of & prievance with respect to which a

grievance hearing is being held.
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GRIEVAMCE PROCETMRE

RREMT RULES:

A Employee Coverage:

Employees cdversd: This section applies to all

pwployees, including full and part-time, of any agency.

Griavance Coverage:

E, Except as provided in paragraphs (p) and (c) of this
;_12”35. this subpart applies to any matter o... [
_ ,T@..s.. or diseatisfaction to an employea shich 15

1
| kubjisct to the comtro) of ageqcy senagement.

R
{t) Niwis section doxs rot apply i
A
{1) s matter which is subjact to final administra-

i

itive review outsida the sgency under law or

,*_:._,a regulations of the West Virglnia Civil
i
Seryice Commigsion;

)

|
H ! '
3) Ihonselection for prasotipn via an established
. | '

The content of published: snu:nw prlicy;

HF@E,_S. grometion procedure and Ciyil Service
I ,

I
.3”._5 action by an agency due to a Federal or

Rules ang Regul gicaf,

State law, Civil mi;.;na, law and/or regulativn

|
Tas well as directives from the Governor's

: office.

I
" (B)- Non-adoption of a suggestion or disapproval of
0

a quality salary increase, performance award, or
_ ) g"._:,_,ﬁ. r:a of hanorary ar discretionary award.
- {6) A preliminary warning or notice of an actiom
which, Tf effected, would be coversd under Lhe
grievance system or excluded from coveraga
under (1) c__" this paragraph. ,
{c} This subpart does mot apply to A separation action,

Howevar, an agency may extend the coverage of its

PROPOSED RULES

Articte XTI

Sec, 1.

G- ievance Procedure

1.1 Genaral Application

Except a5 provided in paragraphs (2) and (3) of this

section, this Article applies to any matter which i5 subject

to the control of agency mandpesent and which s of concerr

of dissatisfaction to an smployae,

ﬂ.m Exceptiont

1

This section does not apply tot

ﬁl A matter subject to Final administrative review cutsida

the agency.

c.;., The content of published agancy policy such as tha

{6) Aay action by an agency due to a Federal or stete law,

“mission of an sgency, T3 budget, 1ts organizatfom, -ang

\ assigmment of personnel (other than the grisvant}. e

Civil Sarvice law and/or _.gau:%. as wall ap &..eﬁu.,,_.w___

from the Governor's Office,

ﬁ_é benial of a vecommendation for, ar disapprowal of,

xmeprit salary increase, performance ssard, or ather

kind of bonorary or discretionary award,

CHARGES

—
—~

20

2L Preliminary warniog and non selectton
22 3_.< promotion removed frow excephians to
23 grievamce procedure.

24 _

25

28

27

28
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30
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GRIEVANCE PROCEDURE

CURRENT RULES

grievance system to any aspect of a separation
actfon that is not subject to final administrative
review outside the agency under law or the regula-

tions of the West Yirginia Civil Service Commigston.

C. Appeals (Matters not covered under this pracedure. )

The following events, actions, and ¢ircemstances are

.n:mnn: appealable to the Clvil Service System and are

not subject to the Grievance Procedure.
.- examination rejection
-+ examination rating

-- rémoval from register

o alleged discriminatory action in recruitment, examina-

an. appointment, training, retentfan, discipline,
or any other personne} actioh because of political
or religious gpinfons or affiliations or because of
race, national e_.E:,._,. or any othar nan-merit
factors, o
-~ alleged discriminatory action op the basis of age,
sex, or physical &SUEZS. whan wﬁmi:n age, sax,
or phydical jﬁ_i remaht s, o ‘it wnazaz?g a hopa-
flde occupattdnal ‘uglification, -

-~ dismissal

-~ suspension for ware than thirty B_S calendar days in

one calendar year
~w.demotion and transfer-demotign of a permanent

enployea.

PROPOSED RULES

5 1.3 hppeals

The following events, actions, and circumstances are
directly appealable to the Civi) Service System and are

not subject to tha Grievance Procedure.

% __ exanination rejection |

10 . examination rating ,

11 .. removal from repister

12
13
14
15
16
17
1B

1

1%

20

21"

22, -
23 .
24
2%
28
27
28
29
0

-- ajlagad discriminatpry ectiom in recrulitmant, examina-

tion, appointmant, training, ...mﬂmz_ﬂo?” disciplina,
or any other pergonnel action bacause of political
or religious opinions or affilfations or becausa of -

race, national origin, or any a,a_;:. non~-rerit

fagtors, , !
I

alleged discriminatory action on tha E.,m: of age,

sex, or physical disability when specific naw. 8K,

.or physical requirements do not cofistitute & bona-

fide occupational qualificatian, ,

dismissal .

suspansion for wore than thirty {30) calendar days in
any twelve (12) month peribd _ ,

-~ demotfon and transfer-demotion of a parmanent employee,

-

=l
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GRIEYAMCE PROCEDURE ‘

CURREAT RILES PROFOSED RULES CHANGES
1 PURPUSE OF GRIEVAMCE 1 Sec. 2. Purpose OF Grievance 1 -
z A grievance procedure guarantess ail emplioyees a “Fair 2 By providing a channel for appeal, a grievarce 2
3 Shake® whenever there fs a possibility of improper discip- 3 procedure guarantess all employeas a “fair shake" 3
4 1ine gr unfair treatment by providing a channel for agpeal. A whenever thers 15 a possibility of improper discipline 4
B It alms at creating a higher level of morale for the 5 ar unfair treatmeat. The grievance procedure alms at 5
6 pwployse and increases his zense of well-baing in his work 6 creating a highar level of morale for the eeplayee 8 ;
: ) 7 _,,‘_ﬂﬂ:azo? Idealistically, this will'create graster job ,. 7-and incraases hiz senia of !:.._u_l,i in his work co 7" ! o o
8 _m-:ian:g on tha part of all employses with greatar . g situation, Ideally, the ?S_._._.. is to create for all ‘ 8 , .
) o, confidence in fair treatment, and will provide a legitimats 9 puployeas greater job satisfaction and greatsr 9 ; :
10 outlet for employee frustrations and tensions, It is o 10 confidence in fair treatment and to provide a o 10 o
. . " 11 ppliaved that a fair and equitabie grievance procedure .11 .Jegitimate outlat Tor employae "gripes®. It is . Y
., 12 Wi improve the quality of adwinisiration and supervision | 12 beligved that a fair grievance pracedurs will improva - 12 S R
, © 1 at al) lavels, o .Z ‘.23 quality of communication and performance in any B S 13 ' o u , . , - :
U WHO MAY FILE A GRIEVANCE _ 14 organization. , - Y o L
_ 15 ,,,m_lm;:ne process mest move upward in the chain of " 16 Sec. 3. Wog May File A Grievance “,."., T ) ' ‘._ e
- k 16 lcommand. An employae may file o grievance with or against |, 16 . A grievance procass must sove upsard in the chain of , Cal8 L ,. .
, _: _his supervisor; the m:rmzémna with or against his chief; 17 comsarnd. An employee may file a grievanca with or against : Y i m
8 Qmm chief with or m_.uirmn the assistant director or director; 18 his supervisor, the w__.:z?:c._. with or agaimst his chief, ' BT -
19 _.S_ﬁ” director with or ,sr:_._mn the administrative officer. - 1% tha chief with or am_a_?mﬁ the assistant director or director, i 19 .
S Howpver, 3 superyisor Y :ﬂ. :_mﬂm_m.,:_..mﬁ » subordinate 20 ..ﬁ_.m,_&_.mngq a_am;ﬁ"t..m,ma_s;:m_";:; officer. However, a ! . 20/ Lo L ,
g ‘ 21 w;wm z,s authority i,ui__w in his _w.aﬂ_n._..._s %E:m _ 21 suparvisor may not J_? agatnst a subordinate slince the , m__“ , _
22 corrective action. W . ; | . 2¢ aukthority vested ip r_._,m position permits corvective action. . 22
m 23 EMPLOYEE'S REPRESENTATIVE | 73 Sec. 4. maE oyee Representativa 23
| 24 At al}) steps of gm agency qrievapce procedure, q.:m, 24 i 3 .._." steps of 'the agency grievance procedure, the 24 |
_ 20 smployee has the right, but shall not be required, to be 75 saployee has the right, but shall not be required, to be : 75 :
. 26 rapresented by one indi vidual of his cholce. The agency 26 W_.&.__...amm;«& by one individeal of his choice. The dgency may, 26 k
27 may, 1f it desires, mm.:E;_._ counselors to reprasent the 27 1f it desires, establish ng:amn_e__.w to _J%Emw% the amployed 27 }
8 emplgyes and help solve disprtes at the local teval, The 28 and help solve n:&_,ﬁwg at the tocal level, The agorieved 2
,, #9  aggrieved employas may use this counselor 1f ke tesires or 29 sap) n.f.,m.n my use this counselor {F ba desires or may chogea 24
o 0 to be representsd by himselfl nm__.. anpthar {ndividual. n




GRIEYANCE PROCEDURE

CURRENT RULES

1 may choose another individual or himself to reprasent him in

Z the case.

3
4

THE GRIEVANCE PROCEDURE

I. Effective Date | '

5 (a) Except as indicated in {b) and {c) below, this procedure

n
12
13
"

15
16

1

‘18

20

21

74
23
H
25
28
27
i}
29

(d

—

will become effective in all State agencies and with

respect to all personnel on August 1, 1973. ,

If an appointing authority or employee group desires a

a medification of the procedure, proposals should be
presented to the Director of Civil Service prior to

to August }, 1973.

Formal grievance procedure &greements botween State

agencies and emplayee groups shall continue in force .

for the life of the agreement, ar until July 31,1973,

whichever is the earlier. Mo such agrecment shall be

-renewad or mxg_&mn. ar continued bayond July 31, 1973,

without. the spproval f tne Director of Tivil Service
and bhe Civil Servite Commission. E
Following Initial imstallation of this or & modified

Eda@.a:ﬁm. m.._au,aﬁ_,;ma_p modiFications may be made From

‘time tb time With the apprival of the Mrector of Civil

Service and the n:: Service Comeission.
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TEYANCE PROCEDURE

CURRENT RULES PROPOSED RILES CHANGES
1 I1. General Provisions 1 Seq. 5, Ganeral Provisions 1
(a) The provisions of this part shall be cantrolliing in 2 5.4 cenflicts of Policy z
3 gases of conflict with any past or present agency 1 The provisions of this ....__,Zn_: shall be controlling in cases 3
4 practice, policy, or procedure. 4 of conflict and shall supersede any past or present agency practice, 4
b} Nothing herefn shall be so construed as tu deprive a 5 policy, or procedurs. _ 5
N B classifled ewployer of the right of %_Hn_ to the , 6 5.2 Appeal Rights " .
T Director of Civil Service ar the Clyil Secvice na!:u:s " | ; Kathing herein shall be 59 constrymd a5 to depriva T 7 -
& in appropriate canes, or to alter or En!m the time 8 classified pmployes of the right of appeal to tha Ditector B
., .. . within ehich an appeal 13 required to he 4:2_ with § of Personnel or the iwudas_.*a Jopropriste cases, or to v A
0 the Civil Service Comalssion, or to alter in any way 10 alter or extend the time within which in sgpeal is required 0 _
1, the Rules of the Commissiaon. ; _ : (11 to be filed with the Commisshow, OF to Blter :.zq Wy _ 11
2 fc) The Appropriate Hearing Board's deciision shall be : , 42 the rulex of ﬂi Commisgion. . | _ , ¥ , Lo . _ o
3 i submftted to the Head of the Apency for Pinal disposi- = 33 g3 Reprisals : _ _ i ,"_w . _ o
a :o‘m._ within ten .ﬁﬁ days in all cases .s._“n: are Eg@w:u_“ Y , Any superyisor wha,taked: raprisal pction u_..‘_ w%ﬁﬁ._ﬁ_ ) i , _ ‘ _
5 o subject to processing throwgh this agency ‘Grievance 15 ~agzinst any ﬂ.u,wc,s._a Who makes use of this Grisiance 15 |
e _,é ‘i Procedute. X : “' 16" Procadurs yhall ba subfact tb' 1 4EEpTinary actidn by e - - 16 _ 0 W
u_‘,&ﬁ_m_,.n_s.« 233;5_. L.__q takes reprisal action aw -_._.k kind - , 17 Commissidan. o . ' a7 ) ‘
‘8 against any 328.2 wi makes use of Z;u Gripvance E. 5.4 Impropar Influsnce ‘Hm
$  Procedure shall b sudject to &_Eiuw_.nnweu discipline © 39 My agency wwiloyen whe uses his of ticial osition to 9 . _ 0
0 ary ectton. , _ o 20" coarve, attempt to toerte, ..‘_1.33;__53 in any *%_1%.:. 20 . , Y
1 {e} Any agency employpk whe uses his of flcial iposition to N-,. mannsr any ‘mastiar of & Hearing Board ot witness shall be 21 ] .
2 coerce, attempt to coerce, or influence in any improper z¢ subjact to disciplinary sction by the Commdssion, 2 |
3 manngr any sesber of & Hearing Board shall be subject 73 . 23
Wa to sdministrative disciplinary action, . 24 1) _ _
,_.. {t) when a grievance hearing is conducted under this 25 25 |
& - procedurae, the parly against 1..3 the eﬁ.sgzna complaint 76 i 26
7 15 made shall have the right to appear and testify at Y 77
k! the bearimg. . 28 8




GRIEVANCE PROCEQURE

1
Z
3

CURRERT RULES

{3) Al agency employees shall wse this agency Grievance
Procadure ? seeking personal relief for dissatisfaction
based on factual events, actiens, or ¢ircumstances.
Except whera otherwise provided for, all complaints,
grievances, charges of discrimination and 1ika sha?l

be processed through this Grievance Procedure,

(h) An employee seiectad by a grievance to represent him in

the pracessing of a grievance through this procedure

shail, at such times as his supervisor may approve, be
granted nacessary time off during his working hours to
;- represent such other emplayee without loss of pay and
without charge to annual o_.,nqs_.\,m:m-SQ teave credits,
Fach employes shall be furnished a copy of the curremtly

approved Griavance Procedure hy his appointing aythority.

at any step o_. the agency Griavance Procedurs m_am: be
canducted 1n an informal manner and the 30:32__ rulas
of mLEm:nm shall not %Es. Evary effort m:oin be
made _ﬁo EEES an r..?:-&. _.a_&an_ atmospharg .:_
5:; 5 anfcable ESEZS of the grievance 3.5 be i

mate __..mmn_:w achieved, , ﬁ B

if m% E.S.mﬂa_._ of ﬁim n_on__.am_..« is wma_:ﬂ_ 3 proper

_mﬂm?n?_@ mn_.__:ims.f«r.m. or .?ﬁ:nm& g.._z.sl ty to g

be E_,_gi._: ar not :. snnoz_m:nw :._ﬂ_.. %w:ngfm n‘_i‘_

" Servite rles, or law, 211 other provisions of this !
, aonss_m:ﬁ shall remain in full force and effect, .
Sw Areas; of policy such as the mission of an agency, its
budget, tts organization, and the asgtgnment of
personnel are not proper grievance matters. In

addition, management retains and reserves the right to:

10
11
12
13
14
15
16
17
18
19
20
2l
22

3

24
2§
26
27
28
2
3

,m.m Exclusive Remety

PROPOSED RULES

—— e

5.5 Adverse Party
When a grievance hearing is conducted at any step ,
under this precedura, the party againgt whom the grievance

conplaint is made shall Have the right to %EE_. amd testify

mw the hearing. i

Al) agency employees _m_;: use this mlmqgnm ,
_ :
vaaﬁaaz_.m for .En_na} covered fn Sec. _“L o_. .p._._:.. Article,

m.: Paid Tine- 3_*. S

“ >= mauﬁowmm moﬁmnﬂﬁ_ E. a grievant to’ ..%T&E._n him

in n:m. _:.anmmw__._a of a mlmaa;nm through this E,snga:_.n shal}

be a_.w:ﬁma :mnmmmwa. time~nff %l;u his working hours to -

_.%_.mumaﬁ such other employee 523_:“ less of pay and _.:n_._a:n
n:m_.mm. to annual or compensatory leayve credits. _..;mt._mm.
the grievant shall be granted M:_Slaz with no Toss of pay

and benefits.
11

1 B W

CHANGES




GRIEVANCE PROCEDURE

CURRENT RULES PROPOSED RULES _ Chan's
i {a} hire, promote, transfer, assign, retain employres 1 ) L
2 {n positions within the rgency, (b} suspend, demote, 2 2
3 discharge or tike other disciplinary actlon agatost 3 3
[} employees, (c) relfeve ewployees from duties because of 4 .
5 the lack of work o other legitimate reasons, (d) 5 G
& waintain the afftpiency of tha govermment operations 5 , g N
A entrusted to ey {2) determine the method, means, and ey I y Ly _ R
8 ‘EBE:_L by which goals of an s_.ng.?:a_.__ are to e 8 ' 8 '
9 - _ achfeved, atd 3 take whitever nn:a_.; wry be R o
@ b necossary to carry out the wission @_‘ the %a:a.___ 1n ‘_ n 10 S 0 .
11 situstlony of ewergemcy. 24,__? nut ts Emzia - 1. .:
7 N A ,_gdeﬁ 36.. _n::._s a elg.s_._na A asaa areas i by e ‘ | 12 . .
W._. 13 beltaves ar éﬁz& 5 .ﬁi% ?ﬁ g.ﬁ&gf wfatr, s_,. o _ ! Y S AR e
e R AR © L0 86 BB, Distritution af Geievance; f.%a.._s.u . T .
. . R 17 Tha apyolating autharizy shall furnksh bp ach R .
o N 16 employes a Gipy of tha S_z.&z% 53%2_ Grisyance ) .5
o f | - 19 Frocedwre, , ] E 19 ’
I L : : an , . | " 20 i .a.”
4| v o o 21 ; , W 2 , =
“ . & ” | 22 N
23 . . | mnw | 2 ' ,
o ; 2 " ,
# _ 24 25 f
2 _ ‘ . : 26 - ]
27 27 . ' 27
& 20 , -
2 ” . y |
a0 |
30 17 3¢




GRIEVANCE PROCEDURE

CUBRENF RULES , PROPOSED RULES _ CHANGES
1 1 5.9 Informality 1
2 2 Meetings and hearings hald betwaen employee and employer 2
3 3 at any step of the agency Grievance Procedure shall be 3
4 4 conducted in an informal manner, and the technlcal rules of L]
5 6 evidence shall mot apply. Every effort should be made to 5
6 . 6 mafntain an informal, relaxed atmosphere in which an - 6
7 ! amicable resolution af the grievance may be more readily 7
8 8 achieved. , ) 8 o
9 # L 9
10 ] 10 _ . o 10
i o : 1 . 1
12 . . 12 m 12
13 ) 13 ’ 13
U] 14
15 : _ . 15 , 15
16 | 16 : 16 .
17 . . 7 . Lﬁ V7
18 : 18 " . 18
19 19 i 19
20 . : 20
21 ' 4 : [ m__ .
22 22 22
23 73 , - 23
- 24 . 24 24
2B 25 _ 26
26 45 ) 26
27 a7 _ 27
28 28 ' 28
29 2 2%
30 10 30

13




GRIEYARCE PROCEDURE

CURRENE RULES : PROPOSED RULES CHANGES
1 111, Processing the Gelevance 1;5ec. B, Processing the Grievance 1
2 First Step m_m.— First Step 2
3 (Discussion with Iweediate Superyisor} uv (Mscussion with Immediate Supervisor) Y
4 A1l grievances shall be presented within fourteen {14) ‘) A1T grievances shall be presanted within five (5) 1 Reduces time frame to total of 5
& celendar days Trom the date the grievant first became aware ) ,m,!_ﬁau days from the date the grievant Tirst becoses 5 working days including oral discussipng
& of, ur should have beowe aware of, the cause of such griev- . gl aware of, or should have becoms meare of, the cause of , § does nat requive weitten grieveace,
7 ancec the sgorieeed swployee should prasent his grievamce - - jfguch 'grievance, share the cause of the grievakce is of . & 0 o7 0 Extemis _u_q._zn_ann JrochEkirg: 10" coi
: 8 orally to his immediste supervisor, and if possible, it alio coening or continuing nature, the grisvance shall be s timal nw:mmm i grisvance ° ,
9 should be settled through discussion. , .- g'presantad ,....,;_:_._ five (B) warking days of tha last . e g sz_;_:,ﬁ Tewadiate supmrvisar o
m 10 It & settlement cannot ba rmached through informal 10| occurrence of the cause of o isvance. The shgrieved - 7 40 radpuind withti thrss Tc}gaa.u\&w.,
_ 11 discussion, the aggrieved employee must present t¢ his © 11| employsa should present his ulsf:ﬁc verbally to his _, . R no . . ﬁ
- _ . 12 *!a&mnm superyisor his .._ie;__.ng in writing within ma___w__ 1z ‘lsﬁ__:wa supervisor, .E it ?v&a:. :% geimvance . o ’ ’
R ‘: (7) calendar dags. The suparvisor shall ‘Fhen respond ; - 13| shoutd be settled ;qﬁg_ dscussion. Tha supseyfsor S N A T, y
: :.1:_.5 to the grievance. The a_._ﬁm:;mca shall E,S;% the oyl wust glve hls: ﬁ_&z _é__:, to tha ng_l%aﬁ a_a;%g : v h

AR &EQ personnal of ficer ar dosignated representogive of « o itn chrss (3), warkify dars afder 4?.,%.,.5%. .

L. 16, the ,,ﬁnﬂinlé _ngﬂ_.ﬁl,,«&. and _ﬁf., ,E«E‘E@_a r...*wnﬂ,g u.nuwm,,r,:‘_., 5 E...,?mwm.ﬁ%.m .,.E,n E.”h_m_.‘ua_nf : k ) _W_,, o , - : ; o | . ,"‘

17 _..@a.nﬂ of the grievance g_.._"a.“im 1_5&5% within saven. {7) | BERTIE s : W, S . N ” _ T - - , i .

_, 18 a._mra_aa days after __..,maiuw af z_a __inng e_i%a_z_na. The 18 . t : . I , _ ”_ . ‘ . : 18

19 SEE.E has the right, but u?aj nok be ﬁii_,.s_ 3_ . S, - , “ . | . ‘ e .

20 _.ms_gwm%g 8. (L] ?&i%z of _sna n:iﬁa,%aé 3._; ,5__ ‘ gl T o _ K ” _ T _ : _. R < b

21 of the precedurs, T Sy N e e | _ , P o .

2 e . o o 2 . _ - ‘ 22

23 . _ B_ _ o 23 |
oo T o . 24 : _ 24 ]
’ 25 o E , wa 25 . .

2 ‘ - 2% _ : : 26 !

27 o _ _ 7 _ ” 27 _

o 28 ‘ 2 _

“3 2y 29

% 10 30

14




GRIEVARCE PROCEDURE .

("]

CURRENT RULES ,

Second Step
(Section, Division, or Unit Head)

If the employee is not mm:.i,.% with the decision ,r._
the First Step, or if a decision is not rendered within the
prescribed E_so,:_iﬂ. he may within seven (7} calendar
days present his grievance in writing to the appropriate
local section, divisfon, or unit head. The Tatter shall
invastigate; afford the employee an opportunity to present
his viewpoint during an informal hearing; and furnish the
agency persoanel afficer or the designated represantative
of the appointing authority, and the employes a written

statement of nis findings and recommendations. Such

statemant shall be furnished within fourteen (14) calendar

days of the receipt of tha writkten grisvance. Tha apgrievel
enployea shall have the right, but shall not.be required, to
be reprasentad by one individusl of his cholce during this

step of tha procedure,

10
11
1z
13
14
15
16
17
18
19
20
21

23
24
24
24
27
23
29
30

PROPOSED RULES

6.2 Second Step
{Section, Division, or Unit Head)

If the employee is not satisfied with the decision at
the First Step or if the decision is not rendered within
the prescribed time limit, the employee must write the
grievance and submit it to hls immediate supervisor within
five {5) working days. The five {5) working days shall
commgnce from and exclude the date of the supervisor's
First Step answer ot the prescribed day in which the answer
was due, The immediate supervisor wust forward the written
grievance to the appropriate local sectien, division, or
unit head, and the Director. The logal zaction, divisien,
or unit head shall investigate the grievance and afford
the auployse an opportunity to present hls viewpoint during
an informal hearing, WUnless the ..m\_:m_. sought by the
mlmiﬂ has baan granted, the hearing shatl not be :&a
until at Jeast ten (10) working days after tha inmediate
supervisor's verbal First Step answer, The hearing must
be na_%_. eted and the employee given a written statswent
of the fitdings and recommendation of the local sectiam,
aivision, or unit head within :3_2‘:3 workihy days
m?m_.“ﬁ___m receipt of m_s {mmedfate suparvisor's .._m,zﬁ_
First Step answer, The employee shall have the right,
byt shall not be required, to be represented by an
individual of his cheice during this step of the

procedure,

15

6

~

L=

11
12
13
14
18
16
17

18

19
20
21
22
23
24
25
26
27
28
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30

CNANGES

Requires informal Hearing.

Requires response from secand
step within 15 working days.

Grievance must be Submitted within
§ working days.

Changes tha minimm interval befory the
hearing from fourteen calendar days tb ten
worktig days.

The grievante must be forwardad to the

Director of Parsonnel.




[EVANCE PROCEDURE
, EURREMT RULES

1 Third Step

2 {Agency Bearing Board)

3 In the event that the decision of the section,

4 givision, or unit head doms not satizfy the employee OF &
|5 decision was not rendered within the prescribed tise Vimits,
! 6 e may presant his grievance to his agency Hearing Soard
7 in weiting within five {5) calendar days. A hearing shall

B than be held bLefore an agency Hearing Board designated

9 by the appointing aythority which shall evaluate the case
0 - and shall m,;_._a 2 written decision notifyieg all intarested
1 parties within twehty-one (21} colendar days following the
N n_gnn the gyrievance entered the Third m;? The 30133 ,
u gdczmm shall hava the right, but shall not ba requined,
A g g reprasented by one AE:EEQ 2_ his choice a_.:.?n _
b ::m stap of the E.onﬂ_z_.e. ‘
_ & i» AL any time after the fiting of & n_lmﬁ:ﬂa in

B §.< summarity &%Es of tha grievance on any of the
9 ?53;3 Eé._:n_m. .
) ?.u,. .:,_mn the appointing aubhority lacks u;lv&nzg: of thae
1 ; m_:dsnn .s.:i_.. or of the person againgt whom %:2. is
2 sought. '
13 {p) That the NS_..HB.R_ has ko legal right to grievance

4 considerat fen, W

3 {c) That the grievamce ..Tu not baen made in the required

6 manner o within ﬁ_..m prescribed period of time,

27 (d} That the aggrieved _.&M failed to appear at tha

m tlme and place fixed for the hearing of his grievance, -

29 {e} That the aggrieved has withkdriowm or abandaned bis

0 reaquest for grisvance cons {daration.

7 ,rlﬁ:o. at the Third Step, management or the Hearing wg_a.

PROPOSED RULES
1 _m.u Third Step
z {#earing Board)
(a) Genarally
4 In the event that the declision of the section, division,

§.0r wit head does not satisfy the smployss or a decision was
_

g not rendered within the prescribed time Mmits, the smployee

7 may present the grimvance in writing to a Heariog Board within

51 Fimdings or the prescribed day on which such weitten findings
0| wers due, Presentation of the grievance to the Hearing Board
11! is sccompiished by the EESS_&“ serving within the five {5} -

12 n_-.f. period a written raquest S__ne;é_s the Haaring Board =_3=

L

13/ the local saction, division, or: 5_: head and # copy thareof
14| upan the Dirsctor. '

15 ’ The Haaring Board ghall niﬁ?n of three {3} nembars,
16| Ona member shall be dasignated T the agency hesd and one

17| meabar shall be designated by ﬂ_s agyrieved suployes.

18| Tha third member, desipnated by the Civil Service Commisslon,

19 shall be the chairperson of the Board and shall conduct the

" 20/ hearing and prepare the decision of the Board. .

‘E_ Aftar _.SE:_& the hearing, the Board shall issue a

2z written n_.a.n:.ﬂos,gn:w;w all partiss of its declsian, Tiw
28, hearing must be held and the deciston 1ssund within fiftesn

" 24, (15) working days following the date of service of the

25 grievance in this Step. The aggrisved eaployes shall have

26 the right, but shall not ba required, to be regresented -

by an individual of his cholce during this stap of the

27
28 procadurs.
29

il 16

m_,:: (5) working days of hiz receipt of the Second Step writtam

o0

“agmncy Wiad .1_ ane parion Appointed

amd decided within 15 brking days of

CHARGES

Chamges composition of Hearing
Baard to one person appointed by

qgrigvand, one parson -Evak_“_éﬂ EL

by other board members, who shall e

chiad rmani,

Requires that hearing 15 held

it R s
e

weryloe of bhe geimvance,




GRIEVAKCE PROCEDURE

L8]

25,

ab
21
28

29
30

When management sumasierlly disposes of a written 1
grievance, it shall notify all interested parties in 7
writing. k]

RGENCY WEARING BOARD 4
1. An agency Hearing Board shall be appotnted by the . 5

Commissioner of 25 agency, 6
2. Hearing Boards may be am.ﬂn:.nﬁ as ad hoc or S:n__:i:n 7

in natpre. } 8
1, The _._m.m,_.:..m Board shall normally be composed ,g_n three ) 9

membars, ong of :.,.,oa ,ss..\ be disinterested person from . E_

another agency, The commlissioner may, if he n:aommu._, 11

appoint an owployee representative to the Hearing . 12

Board or a trained Hearing Officer may be appointed o 13

hear azn_npwm in irragular n?mncs“ﬁuanmm. Such ~r

irregular circumstantes shall include those tines wien 15

the Director of the agency ﬁsmﬁm it infeasibla or ._._m

,.En..mna..zn_:m to establish a _,.__215_ Board. , Y
4, The Chafrman of the Hearing Board shall he designated by 18

m_mﬁio_,_._.?os within its am_&m_.mi_u.. _ o 19
B ,._z._ enployea dasignated as a member of @ :mm:.r;_ mca,_...ﬁ_ C ...mc ,

mzayd‘ wﬁ such Limes a5 sﬁm appoisting w:e;awﬂn« nwa o

gsgchm, be aam:nwn =mnmmmm1w timai of f during 3*9. . 29

:ﬁwxjaa.saﬁﬁm.eo prapare for an haar appeals, and prepare 3

Fintings, without loss of wg@,mag withaut charge to . 2

annual or noaaazamncwﬂ.ﬁmm<m credits. ) C 25

A 26
a7

‘ 28

_ X S . Y
o . B B

CURRENT RULES

PROPOSED RULES

17

CHANGL'S




GRIEYANCE PROCEDURE

CURRENT RULES
1 1
2 2
3 3
4 4
3 5
o .
Npd CRRAC TR T T R
b » S
9 - , ]
1O _ . A 10
1 _ : _ A , ! . 1
;HN:; L . L ! ) o Tpm
13 i o 13
14 o ' L _ i , , "
B e s
4 i ol L I ' L N

423 The appointing authority lacks jurisdiction of the | -

PROPOSED RULES

{b) Summary Disposition

At any time after the Filing of A grievance in the Third
Step, the Hearing Board may sumsarily dispose of the grievance
an any of the following growads:

(1) The aggrieved smployes has no legal right ta grievarce

considaration.

subjact matter or of the person against whom relinf is

sought.

.:& The griavence has not been wade in the required manmer -

or within the prescribmd period of time.
ﬁi The aggrieved employee has 2_:9_ to appear at the

Ctima and __U,_en@ fixgd for the glm;ag _5-1:?

:: .:a aggri gyed 323.3 has withdrawn or abamdaned

" th request for A —-— 85:%_22%.
Mitan :ﬁ :.2 Tug A E;z_ mEaaﬂ:w n:a_EmE 2 i :__._Qg

nobify all ?fﬁﬂ& E,;_g In ;113___?

iy

CHAMGES




LYMICE PROCEDURE

[ =T - = 1

L

[= T S

CURRENT RULES

NOTICE OF HEARING

The aggrieved employee shall be given notice at least
five (5) calendar days in advance of the bearing, provided
that by consent of the Hearing Board and the aggriaved
employae, such netice and delay may he waived,

TIME AND PLACE OF HEARING

The place of the grievance hearing shall be specified
by the Hearing Board and shall be in a convenient place
accessible to tha aggrievad employee, A1l such hearings
ghall ba held on the employer's premises or on o«sss;
premizes mutually mgrepable to the parties and within
_regular worKing hours; provided that with the approval of
the appropriate appointing authority, amy such Maaring may

< continue baywnd noreal working hours.

10

12
13
14
15
16
17
18
18
a0
21
22
a3
24
25
26
a7
28
29
30

PROPOSED RULES

{c} Employee-mombers 1
An employee designated as a menmber of a _._mm_.;w Board 2
shall be granted necessary time of f during his working 3
hours, without loss of pay and without charga to anmsal er 4
compensatory lTeave credits, to prepare for and hear appeals [
and prepare findings. ) [
{d) Motice of Hearing 7
The aggrievad employes shall be given notice at least 8
five (5) calendar days 1n advance of the hearing, provided 9
that by consent of the Hearing Roard and the agyrieved 10
enployea, such notica and delay may he waived, 11
{e) Tima and Place of Rearing 12
The place of tha grievance hearing shall he specified hy 13
the Hearing Board and shall be in & convanient place - 14
accessible to the aggrikved employae. ._.:;T_._n_._ hearings 15
$hall be hald on the employer's prewises or . on other preai sej 16
_____na:n:.,. agreeable to the parties and wi z.;: regular working Ry
_:E_.m. provided that any Such hearing ..E_.:r._n%._:a_._u _xmwa:n .E
=a€s_ warking haurs. _, Lo . 1%
P i
:J Procadures wﬂ.oa Hearing Board | 20
E The aggrieved _aa.a,_a«me. 2%5.::@ mom;mﬁ and. _.mj_..mr a1
s sentatives of _ucﬂ: shall .._EB the _.-u_..n“ 3 cally 22
. examine, and n_.cam -exanine iwzmmmem .,__8 ﬂ:.m ﬁs&&smm es
3 the agancy aai:mn which _:_m m_lmem_._ns ?,.. HREQ and 24
who have x_.E.EEE of the facts at Fu:_m. ; 25
{2) Buth parties may produce witnesses 2.....3 z.r: employees of 26
the agency against which ?,m E.._mqwz_nwn 13 _mneﬁ_. and such 27
witnesses shall be subiject to mx%;mfg and cross-examina- 28
tions 29
3

19

CHANGES

—_—l




GRIEYANCE MOCEDURE

CURRENT BULES ‘ FROPOSED RULES | CHANGES
1 1 (3} Reagonable and mecessary travel expanses of material 1
2 2 witnesses called wder sub-sectiom (1) above shall be 7 !
3 3 patd by tha agency. 3
4 ' 4 (4} The aggrievad maployes shall Rave the right to require the 4
5 - . ) product fon of books, papers, records, amd pther {tems 5 g,
6 , ot e : Cor 6 pertinent to The facts at fssue which are within 6 - :
; Sl et WY ey et T tha control of the agancy against which the griwgsnce i3 S P s
- T T IR 8 Todged ard s icl are it Wf:_ to ba eontidential or privilagsd 8 :
$ L o .8 by law. : , _ 9
N L I C e e i o C S 1 ,,ﬁ_s‘u__,_:e‘-gi_:_& a..___:éqm,%a_; ?é,%s..i,%f;q:a shgll.c - - TR0 e , .
oo ) BRI Y ) A ‘, _, EER. ot be a_E%,_,ﬁ._._?_“?i@aﬁ#ﬁi_ﬁ ”,%__M_s_;..__#_.‘_&.” of = _q: |

his chupe.




GRIEVANCE PROCEDURE

CURRENT RULES . PROPOSED RYLES CHANGES

1 {a) The aggrieved employee shall have the right, hut shall - X =
2 not be required, to be represented by an indfvidual 2 )
3 of his thoice. ) 3 3
4 {f) _ﬂznmig.ﬁa ex-parte statements, offered during the 3 4
1 course of a grievance hearing, may be received and 5 5
6 . considered by :5, _._2_1_5 Board, 6 , -
7 (9} The Hearing Board shall have the right to examine and 7 7
m. cross-examine any witness, and to noicn.« w_.__m hearing 8 s 4
B in a reasanable and orderly manner. o g ” _ 9
10 {n) The Hearing Baard shall have the right to timit 10 ﬁ.& Affidavits and ex-parte statements offered during the 10
1 - torroborative evidence, il ,. course of a grievance hearing may be received and | 11
12 (i) When & peoding case involves substantially the same 12 . nosﬂnm..mm by the Hearing Board. 12
13 _ question of law or fact as presented fn a prior case, 13 {7) The Hearing Board shall have the right to offer examina- 13
4 the Hearing Board may ,no:m:_a_. any part of the record in 14 tion and cross-exanination of any witness and to conduct 14
16 such pravious case as ha or it may desm n_éméi." 15 the hearing in a reasonable and orderly manner, ” 15
15 . provided, that in the application of this uﬂoiﬂo:. 16 (8) The Hearing Buard shall have the right to limit corrghora- 16
Y B no party shall be deprived of the _.:__; %o cross- 17 tive evidence, _ 17
18 mxai:m any witness. . _ 18 Sw uhen 2 E.:n::u case lnyolves substantially the sime , ) 18
19 4J) The 131:@ Board on _.Ecmmﬁ of the .:._e_,__mﬁa 5_ __Saa 19 ~ auastion of law or fact as E.mmmaga in a prior case, - 19
‘ 20 or én his o its o Eza? My arder thet the . 0 ,“ the Hearing Board may consider any part of th Enc:ﬁ_ in ]
21 i f.....mwmma in any :mnlzu vm separated so' as to preclude 21 D u:n_. E.E;o:m case gm 1t my deem relevant, u_.o._:._mﬁ_ ' 21
z “ any z?:mwm. athar nz.._._ the _um_.ﬁum and their raphe- 22 that In ﬁ_a application of this pravision, na party m_a: 22
23 m.w___?.:ém. Fron :mf.:.z_ the Sm,n?c:«.e of any 2_34 23 _ be deprived of the right to cross- bxamine any 5:5.3. 23
24 witness. ' 7 ! , ‘m ’ 24 ,C& The Heartng Baard way; arder that the witnesses in any 24
25 (k) ::a: twg oF @__.m u&mé:g petitions tnvolve 2_._:...:.. 25 hearing be separated 5o s to praciude any witness, other 25
28 o relatad circusstanicas, the v”_mv_.:._m Board may order 26 than the parties and their representatives, w..o_s haaring 26
27 a Joint hearing of any or a:, the matters at issue, _ 27 the testimany of any owsm”_. witnass. 27
28 or may order that ali such petitions be censolidated, . 28 28
29 _ 29 29
kL] 30 3o

21
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CURREMT RULES

1 (1} Aay officer or employae required Lo Lestify sball pot be
subjected to sy disciplimary mction by his appointing
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1 {11) When two or more grievamce petitions fovolve similar or

2 related ciromstances, the Baaring Board way order i

3 Joint hearing of aty or all the maiters at issue or sy
4 ortier that all such pwbitiens be consolidated.
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PROPOSED RULES

(12} Any officer or enployee required to testify shall
not be subjected to m:«_ disciplinary action by his
appoiating authority because ha testifies, but may
be held accountable for actions on his part revealed
by his testimony,

Gu The written decisfon of the Hearing Bpard shall be
binding upon al) parties, pending review hy the no.gﬁ,mﬂo,:.
and shall specify the precise remedy to bw taken. The
Hearing Board has the remedial power to order that the
employes be made whole and the cause of the grievanca

be ramedied, The written decision shall contain  state-
sent of the fssues vqamannﬁ_.“n statement of facts
including a summary of the testimony of each witness,

the apinians of the Hearing Buard membars including
assassmants of the credibflify of witnesy, and the

decision and resiedy,
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Makes decisfon of hearing board

binding on all parties.




REEVANCE PROCEDURE

CURREHT RULES PROPOSED RULES CHARGES
1 STAMOARDS [M PRESCRIBED GRIEVAMCE PROCEULRES N \
4 Adherence to the letier and spirit of the grievance Sz 2
3 procedure in all agencies secves to improve mrate, working 3 3 ’
a4 conditions, and efficiency in tha artire Civil Service. : K ‘ 4
% In implamenting the grievance procedure as required by rule 5 . 5
[ Lf._ each agency, the following stamdards will he observed: _ 6 b ‘ | . ‘ ) B e .
) "7 H Hamagement officials, superviszors, and ewptoyees shall . “ -y A e T RIS T R L .
8 be encouraged to review the procedure and to become ! B 7 T . o ' B . o ., ) __ - _» ﬁ
9 fully cognizant of its mechanics and purpose to _ g | ) 9
o facilitate the settlement of any employee probiem, _ 10 o ERREIRE e T T :
11 2. Tne Personnel (fficer or some othar appropriate 2231_ 1 T ) .. A .. oL L - 11 B ﬁ‘
.,‘,pm repgrting directly to the head of the agency should have, 12 ". o v - . L ‘ , | |
‘,W._WZ .?: and defipite responsibility ?..‘ the aaﬂimng.&eaf .,,Z .,___ R T S e W R B -
_ _of the procsdurs. He should permit and encourage .: , e i
“ewployees to consult with him freely and informally. .| ' 15| « O s " . W :
I ‘Before making any recommendations, he should congult Lol e R ‘ ,
, ‘ .,...:z appropriata supervisors. . ‘ _ . m: o _W ,‘ ’ ‘ - _ _ - _,,,“ . , ,, ; : CoaR
13 .‘ 3. The estabishmest of the Grievance Frocedure gutlined _ . 18! o _ , - - § - ‘
- 19 above or of a similar one affords an orderly method to _ ) .Ew _ 19
20 present the employee grievance within the agency to the _ NL__, . - v .mc
21 jomediate supervisor and 1f nacessary to those higher in' N: - , ‘a
T2 T the mcus_é:o_..z eduinistrative ‘,:_5. The enployee f._: ! mmw - o S S 2 "
23 have the assurance thet if a satisfactary mmwzm-m% is 23 , | - . 23 _
24 ot made at o lawer level, he way submit the matier to 28 | . | ‘ , 24 , , i
mmm tha head of the agency for review and .2,5: adminfstra- wa , : 26 ‘ !
26 , Z._;._w, nswﬁic:.. 2 ' , : , ) ' mm, "
27 4. The Grievance Procedure recognizes the oparating 27 i . - 27 “
28 administrative Qm_uo,ziv:*? of supervisors ot all levels g ) 2 ,
29 to recelve and sct promptly and fairly on the prievancas 29 ]
30 of their subordimates, and provides for the delegation 10 2
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CURRENT RULES

LURALRD HULES -
of appropriate authority to carry out this responsibility.
1f a grievance cannot be solved orally at the local level,
it must be presented in writing by the employee to his .
supervisor. The statement should indicate clearly who

is aggrieved and the specific nature of the grievance.

In such cases, provisiens are made for a written decision,
In presenting a grievante, an ewployee shall be assured
freedom from restraint, interference, ceercion,
discrimination, or raprisals of any type.

Provision is matde for the dissemination of information on

the Grievance Procedure to all emplayeas.
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RIEYARCE PROCEDIRE

CURRENT RULES FROPOSED RMLES CHANGES
1 L 1 Sec, 7. Review by Commission 1
2 4 [nmediately upon issuance of the Hearing Board”s written 2 Wearing board declision must be
3 3 decision, the Board shall send a copy of that dacision to tha 3 sent to CSC.
4 Commission for it revimw. The Comwission, at its discration, 4 Muthorizes CSC to review decision
] 5 may arder a hearing o_._ the subject of the grisvance. S_-.:E.. | 5 and affipm, _.Ss_.g o 35,_,,- L _
) & or not the _.b.-laa 1% I:n the ni:..ﬂo_... has the _Sta.. to o 6 nsn:*c:.
R o _ i B o 7 affirm, reverse, or wodify the decisfon of the Hearing mEa‘ o _ P st st %n 33: ?..5,.3;
. | m“ . o , , : . , ,‘ ] o & Af the Commission dectines to arder a ?a.lzﬁ of the n.....aﬁ_._as. g (45} dnys after 3_2:.3 e__“;%ﬁ,ﬁas.
. 9 “‘ , ‘ ._ o ) e the ne!.:ic_z ] %ﬁ&a._._ about the ﬁ?gq_nu mist be :Eﬁ d ! c . ﬁn-é _.zﬁ._ﬂ_j.,_h.__nml_;.a a__.*;s;a
10 ” n . STV 10. within forty-five imv cilendar days aftar the Comsisstod's. - 100 . L )
o . R S recedpt of ‘the falsm oard’s decdsion.  IF the ni!uias ) .. . , L
m_muw
| 13-
M: .
15
16-
Y
1’
o - 13 : .
S S T A
22 ; , ‘ 22 . T L = ,
7 o o <3 m ,
2 . ) . ,, | .‘ o 24 _, _ ‘ 24 ,
2 o o 25 | - 2 | _
26 A 26 , : % -
a 27 | 77
28 . 28 i
2 29 29
30 30 30
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CURRENT RULES

FORMS

The official Grievance Procedure Form, Standard Faerm
C5-G, is reproduced on attachment. Each agency is responsible
for the necessary duplication of the grievance form and the
1ssuance of instructions to the ewployees on its proper use.
The form will be used for recording the employee's grievance
and the action taken by of ficials at appropriate steps of the
Grievance Procedure.

the eeployee for his personal use,

The griginal copy shall be returned to
A duplicate copy shall be
maintained in the employea's parsonal file in the agency.,

Tha Department of Ciyil m,sJ;nm will make an analysis of the
information and will furnish all agencies reports on a
perfodic basis to assist them on enployae ralations matters,
Additional copies may be prepared to meet the ”amm% of the

agency. , ,

GRIEVAMCE ANALYSIS S

A analysis of all grievances will :e:u an m_.._:ovmu.
discover the causes of grievances and indfcate to: _1; the
steps he should take to brevent a repetition of _'._E mw.ﬁ
grievance, m:ﬁammmwi analysis, in tern, depends ,g_“_as a
simple gystem _; _...mm&_._a abreast of the various .ﬁsvm in
tha _._Ea::m of each grigvance. , W

A goad program of grievance &.:.:.m_u should E.E_.Ea
the employer with n:m_qo:oz:._o information:
1. Husber and nature.of grievances handled under the

established procedyre. .
2. Nuwber #nd nature of grievances sattled at each step

of the precedure.
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FORMS 1

Tne Director of Personnel shall prescribe a uniform 2
arievance form to be used and distributed by all agencies 1
covered by the Civil Service System. The Director is authori zed 4
and empowered to require that every appointing authority and his - 5
agents have ample supplies of the grievance procedure and forms 6
to be made readily avaflable to employees. 7
The official Grievance' Procedure Form, Standard Form B
€5-G-1, shall be printed in triplicate, The original copy g9
shall be retained by the emplayee for parsonal use. 10
The second copy shall ne forwarded to nrm agency involvad 11
and shall be maintained by wrw agengy rw an administrative 12
file. The third copy shall m_u_m filed with the ¢1vil Service 13
Gomwissian, This grievance 'procedure form will be used for , 14
recording the employee's qlwmém:.ne and the action taken hy 15
officials at appropriate mj___n.? A 16
' - H.N

; 18
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| CHANGES

Requires that copies of grievance
and decistons be forwarded to C§C.
Agency shall maintain a copy
in an administrative file rather than

personnet File of the individual,
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CURRENT RULES

On the basis of this fackeal batkground, the analyst
can then draw definite conclusions, swch as:
1. Wmich phases of an mmployer's policies cause the w5t
wisumdarstanding.
2. Reasons why thase wisunderstacdings arose,
3. The ralative seriousness of tha difficulties, based o
' the Traquency with which thase wisunderstandings recur
and the leval of the grievante procedure at which they
were .Sn:w?
This ana#lysis may then be used to revise agency policy
to eliminate the difficulties shown to exist, Grievances 4
which eventually go to the head of the agency for final
Hneﬁios should ba given the wEl serigus attention.
trievances which reach that leyel usually concern agency
._E:ng which are least clear,
. If grievance analysis is to operate successfully, a
“method should be devised to prowide a written recerd of all B
' u.,._ﬂ@.s:o@m at deslgnated steps of tha Grievance PFrocedure.
The sinor a_.?_::_nmm.mﬁﬁg at the Tower steps in the

ﬁwoﬁR._c; should not be u,._mlaeﬂﬁ_.w A minor sm:_s.n_ava_::&“;s
which ,.ﬁn:ﬂm frequently can 3,_._._. a more serious effect oh
the Eﬁ#oem?gu_&eq relationship than 2 m;_ﬁ_m grievance
taken to the final step. The grievanca prepared from

" completed .w_“.s_:ﬁa..n_ Form CS-G can provide a complete record

uf a1l steps of the pracedure,
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On the regular Personnel Management audits conducted by
Civil Service, an evaluation will be made of the operations
of the Grievange Procedures in all agencies. This evaluation
will include a review of the following factors:

1. Methad used to distribute the Grievance Procedure to atl
employees of the agency,

2. Those means used to infoerm employees at all levels of the
purpose of the procedurs,

3. The frequency and types of grievances experienced in the
agancy,

With this information the Civil Service representative
will be able to glve advice and assistance to the apencies
concerning the administration of the Grievante Proucedure.

The initiated grievance: forms (Standard Form £5-6) are to
be made avatlable to the repraesentatives in addition to any
obher qmﬂaﬁ~ oﬁ grievance aim;«mﬂm.uﬁmsmﬂsa in the agancy.

, [WUIRIES

Information regarding the sbuject matter of this Part
may he ohtained from the Civil Sarvice Dappartment, telephone
348-2146,
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